Gavutam
Kumar
Jaiswal

Contact
Address
Doha, DA

E-mail

jkgjaiswall@gmail.com

February 5, 2024

RE: Logistics Assistant, [Ref#], [Date]

Dear [Sir/Madam)]

As an experienced Data Enfry Clerk, the advertiserment for Logistics
Assistant with [ InfraRoad Trading & Contracting LLC] sparked my
inferest. When reviewing fthe position requirements and your
organization’s website, | was excited to find that my qualifications and

personal strengths align with your needs and mission.

| bring a caomprehensive set of skills that | believe will be valuable to [fo
the Company]. In my Dafa Entry Clerk role, | honed my abilities in
documentation and time management, providing a firm foundation for
the Logistics Assistant posifion. My collaboration, people-cenftric nature,

and compassion have afforded me excellent communication skills.

| am excited to confribute my talents and proficiency in leadership
toward your team efforts. As an engaging communicator with a proven
track record in transportation rate review, my focus on building strong
professional relationships has been a beneficial asset throughout my

cdareer.

Please review my enclosed resume for a more in-depthiillustration of my
work history and accomplishments. | would appreciate the opportunity
fo interview at your earliest convenience. I'm eager to discuss how my
personality and background fit the Logistics Assistant role.

Thank you for your time and consideration of my candidacy.

Sincerely,
Gautam Kumar Jalswal



Gautam
Kumar
Jaswal

Logistic Assistant

Contact

Address
Al-Shahaniya Qatar

Phone
+97430645690

E-mail

jkgjaiswall@gmail.com

Skills

Inventory Management

Procedures

Multi-Line Phone Systems
Transportation Coordination
Route Optimization
Recordkeeping

Load Planning

Warehouse Operations

Languages

English
Hindi

Arabic

Reliable, hardworking Logistfics Assistant focused on handling all

logistics needs efficiently. Knowledgeable about Plant of Machinery

and receiving, inventory counts and import and export regulations.

Good interpersonal and communication skills.

Work History

2019-02 -
2023-10

2018-07 -
2019-01

Logistics Assistant

InfraRoad Trading & Contracting LLC, Duhail
Intersection & Al Gharrafa Street Consfruction
Project UIL JV

Skills : Managing plant Equipment & Manpower
Operator & Drivers, arranging equipment as
project required and off hiring managing keep
the all record, LPO, PR agreement document
preparing idle report arranging fransportation for
workers food preparing all the required report
management

Infegrated logistic systems into company
processes fo improve operations and manage
work orders and price changes.

Generated, distributed and filed copies of all
billing paperwork.

Prepared reports tfracking information such as
purchase orders, inventory numbers, and
invoicing activifies.

Handled high-volume paperwork and
collaborated with administrators to resolve
invoicing and shipping problems.

Worked with vendors to schedule daily pickups
and weekly deliveries.

Coordinated driver dispatch to accomplish daily
delivery requirements.

Verified transactions, product orders and
shipping dates and entered information into

databases and reporfs.

Data Entry Clerk

InfraRoad Trading & Confracting LLC, 24th Floor, The
El8hteen Tower, Lusail City, Qatar

e Organized, sorfed, and checked input data

against original documents.

¢ Completed data entry tasks with accuracy and

efficiency.



e Enfered numerical data info databases with
speed and accuracy using 10-key pad.

e Sorfed documents and maintained organized
filing process.

e Entered data into various computer systems
accurately using Microsoft Office Suitfe.

e Resolved discrepancies in data entry activities for
accurate, complete jobs.

e Collated and organized data entry documents
info filing systems for easy access.

e Scanned documents and saved in database to
keep records of essential organizational
information.

e Managed documents by organizing forms,
making photocopies, filing records, preparing
correspondence, and creafing reports.

e Used computer software to store and retrieve
data.

Education

Bachelor of Arts: Hindi

Deen Dayal Upadhyaya Gorakhpur University, -
University In Gorakhpur, India
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Date:13-July-18

Experience Certificate

To Whom It May Concern.

This is to certify that Mr. Gautam Kumar Jaiswal, Empld#1081732, India
national working with us as “Logistic Assistant ” from 18-02-2019 to 01-09-2023.

This certificate is being issued upon request of the above employee without any
responsibilities on the company.

Issued this, 03-02-2024, Doha Qatar.
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