Joshi                                                                               
EMAIL ADDRESS:  joshi.102474@2freemail.com 
OBJECTIVE:

To apply myself to the best of my abilities and capabilities where my experiences and skills are fully utilized and most importantly to use the following personal and social competencies in work life, 
· Knowing my personal emotions and their effect; my strength and limits.

· Having a strong sense of self worth and capabilities.

· Having a high achievement drive to met standards of excellence.

· Believing in teamwork and working with others towards shared goals.

EDUCATION QUALIFICATIONS 

Bachelor of Sciences

Master of Tourism Management

Madurai Kamaraj University, Tamil Nadu, India


Mechanic (Motor vehicle)

Skills 

· Valid UAE driving license – Two and four wheeler 

· More then five years experience, which includes office administration and coordination in Computer Education Project in Tamil Nadu Government Schools in India.

· Excellent communication skills.

· Flexible to new work environment.
WORK EXPERIENCES

ARAMEX – Dubai, United Arab Emirates
April 16-2006 to May -06 – 2009
Office Administrator
· Job responsibilities 
· Taking care of customer’s packages –Assisting customers in packing of goods.

· Assisting office staff with routine deliver routes.

· Taking care of cash deliveries and pickups.
· Co-ordination with the Company delivery staff.

Lahej & Sultan Security Services
Job Responsibilities – Project 1
Commercial Bank of Dubai ( Deira Branch )

March 2005 – November, 2005

Security Officer.

· Supervising all office premises.
· Maintaining all office properties.

· Customer support services.

· Welcoming staff and customers.

· First point of contact.

· Knowledge of first aid and fire alarm system.

· Assisting with official work such as maintaining office equipment.

· Printing documents, photo coping and file maintaining. 

· Attending telephone calls.  

Job Responsibilities – Project 2

Commercial Bank of Dubai ( Baniyas Branch )

August 2004 – March 2005

Security Officer

· Overall responsibilities of the property.

· Keeping the maintenance department of any complaints.

· Coordinating between Main Office and Maintenance Department for gate pass issuance. 

· Maintaining operation of security alarm, fire alarm and closed circuit television operations.

· File maintenance and dispatch of works.

Job Responsibilities – Project 3
HSBC Bank ( Jebel Ali Branch )

November, 2002 – July 2004
Security Officer 

· Guest and customer relations.

· Store Management.

· Overall responsibilities for the property.

· Maintaining all the premises and supervision of maintenance.

· Company for maintenance work.

· Checking the quality and quantity of goods purchased.

· Maintenance and sign the delivery note.

· In-charge of security alarm, fire alarm and close circuit television systems operation.
NIIT Computer Center - India
April 1997 – October 2002
Office Administrator cum School Coordinator
Job responsibilities
· Arranging all formal meetings with higher secondary school headmasters, college principals, district collectors, chief educational officers and school faculties.
· Responsible for all equipment and reporting vendors about equipment trouble (Computers, UPS, A/C Machine Etc.). 
· Maintaining all reports such as weekly reports, monthly reports and attendance report Etc. 
· Responsible for periodical inspection and general visits with Higher Officials in the Schools.
Iyappa Travels - India
February 1996 – April 1997
Office Administrator 
Job responsibilities
· Managing day to day office administration.

· Arranging business tours for business people and Handling tour operations.
Hotel Blue Residency - India
November 1994 – December 1995
Office Administrator 

Job responsibilities
· Maintaining the reservation chart.
· Maintaining all the files and accounts.
· Handling bank related transactions.
· Customer support and arrange tours.
· General office administration. 
PERSONAL  DATA

Nationality


:

Indian
Date of birth


:

28th January, 1972
Visa Status


:

Employment – Resigned 
Marital Status


:

Married 
Language


:

Fluent both in written & spoken Tamil/English.
Known Language 

:

Spoken Malayalam
Date of Issue 


:

27-09-2005

Date of Expiry


:

26-09-2015

Place Issue 


:

Dubai  
COMPUTER LITERACY/ OTHER COURSES
Well versed in Microsoft Office packages, Internet and Email
EXTRA CURRICULAR ACTIVITIES

· Traveling, Meeting people and enjoys music.
