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Mohamed Haleem Mohamed Riyas
D.O.B: 15th November 1986	
QID No: 28614402059
Mobile: +974 7746 0049
Email: MohamedRiyas86@gmail.com
Address: Doha – Qatar


PROFILE: I am a positive and enthusiastic individual who is eager to learn new skills, Always up for a challenge and work very well under pressure through experience, I am able to work independently or as a part of a team to achieve a common goal. I am able to manage my time and resource to meet the demands of a challenging workload.

EDUCATION & QUALIFICATIONS
	2002
	Ordinary Level 
Science               
Maths                  
English                
Islam                   
Tamil                   
History                 
Arts                     
Accounts             
Sinhala     
           
	
· A
· A
· A
· A
· B
· B
· C
· B
· S

	2005
	Advanced Level 
Combined Maths 
Physics                
Chemistry            
English     

           
	
· B
· C
· S
· A



	2006
	British Collage of Applied Studies

	


	Diploma in Accountancy  -  Pass





EMPLOYMENT

Tanween Properties					      01/2016 – 05/2017
Facilities Administrator
· Provide a single point of contact within the facility for gathering or disseminating information concerning facilities-related issues.

· Administer key-control policy and control and record the distribution of keys within assigned facility.

· Periodically inspect the facility (at least weekly) to insure all areas are kept in a neat, orderly, clean, safe, and efficiently operating condition.

· Ensure all accessibility routes are clear, all equipment/devices are functioning and Report malfunctioning items to Work Control for 24x7 for priority response.

· Distribute and post company policies and direct building tenants to comply with same.

· Report violation of rules, regulations, policies, and safe practices to the appropriate authorities.

· Take charge of emergency evacuations.  Ensure all occupants have evacuated to the proper area when required.

· Initiate work order requests for building and installed equipment maintenance.

Audio Visual Technology & Security Systems	     12/2010 – 12/2015 
Senior Driver	
· Schedule drivers by preparing a weekly basis job sheet and also arranging them for day to day office needs accordingly.
· Check driver’s vehicle fuel bills weekly and submit it to operations manager.
· Keep vehicle records for services and maintenance. 

Al Asadi Trading (Toys)				              06/2008 – 11/2010
Salesman - Outdoor
· Arranged company-customer relationships for updates on services, latest product releases, and pricing.
· Made appointments with customers to review product requirements and to establish future opportunities.
· Spent time daily planning meetings with customers to conduct presentations.
· Organized and attended joint sales meetings, regularly attended trade shows and conferences.
· Effectively served as consultant to client companies ensuring customers were updated regularly.
· Attended professional training to increase expertise in new products and procedures.
· Provided product quotes to customers as needed.
· Kept accounts and prepared sales records.

Al Ghadeer Electronics - Doha 		                          02/2006 – 06/2008
Salesman - Indoor
· Prepared sales action plans and strategies
· Developed and maintained a customer database
· Maintained records for sales and promotional materials
· Negotiated with clients 
· Developed sales proposals
· Maintained sales activity records and prepared sales reports
· Responded to sales inquiries and concerns by phone, electronically or in person
· Ensured customer service satisfaction and good client relationships
followed up on sales activity
· Performed quality checks on product and service delivery
· Monitored and reported on sales activities and followed up for management

LANGUAGE FLUENCY
· Arabic 		- Fluent
· English 		- Excellent
· Malayalam 	- Excellent
· Tamil 		- Excellent
· Hindi 		- Excellent
· Sinhala 		- Excellent

I hereby declare that the particulars provided above are true and correct to the best of my knowledge. 

Mohamed Riyas
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