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Desired Position: Store Keeper, Sales Coordinator, Administrative Assistant

Objective:

To be part of your prestigious company that would further enhance the
knowledge and the discipline built in me and would give me an
opportunity to learn and handle new tasks.

Skills:
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More than 8 years experience in the field of storekeeping and
administration in UAE

More than 3 years experience in the field of salesman cum assistant
accountant

Over 2years experience in the field of counter sales

Loss control and inventory management initiatives

Good communication and coordination skill

Professional experience:

From 2005 to 2013 - Building Materials, Dubai, U.A.E
Building Material Whole sale &Retail
Position: Store Keeper

Duties & Responsibilities

YV VY

Warehouse and employee supervision
Attend the customers and enquiries
Inventory management

Warehouse daily report preparation

From 2003 to 2004 M/s Carrefour, Muscat, Oman
Position: Merchandiser

Duties & Responsibilities
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Attend customers

Assist suppliers and manufacturers with the arrangements of new
products

Arrangement for advertisement and promotion campaigns
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= From 2001 to 2003 - M/s Concorde Travels - Keralq, India
= Tours & Travel Operators
= Position: Counter salesman.

Duties & Responsibilities

» Travel arrangements of corporate heads
» Reservation and ticket management using SABER software
> Attend telephone calls and customers’ queries

= 1997 to 2000 - M/s Super Décor - Kerala, India
= Retdiler for the bathroom accessories, doors and sanitary items
= Position: Salesman cum Assistant Accountant

Duties & Responsibilities

» Assist the showroom walk in customer

» Manage the accounts of corporates

> Day to day accounting entries

» Inbound and outbound delivery arrangements

Educational Qualifications

S S L C (Secondary school leaving certificate)

Bachelor Degree in Commerce (B Com) from Calicut University
Diploma in MS office

DTP (coraldraw,photoshop,pagemaker and Arabic typing)
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Languages known:

English, Hindi and Arabic
Malayalam - Native language

Personnel Details:

Nationality : Indian

Marital status : Married

Religion : Islam

Visa status . visit visa valid up to 03 Jan 2015.
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