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Objective:

To foster a progressive working relationship where experience, innovation and skills will work together to
ensure maximisation of economics and achievement of the goals of the company, thus leading to excellence
and mutual benefit in a competitive business environment.

Strengths:

e Competitive spirit, ambitious, hardworking and committed to work.

e Ability to work well under pressure and against deadlines.

e Good analytical, organizational and communicational skills.

e Quick Learner and willing to learn new technologies thereby master new skills.

Work Experience:

2013 -2014 i
Mangalore, India.
Duration: June 2013 to Oct 2014.
Job Role :
e Sales — Bringing new customers, handling customer service,
enquiries, quotations and accounts,
e Important documents distributed among the people involved.
e Documents reviewed for accuracy before they are given to the
recipients.
e Document management and providing system reports
e Managing and handling all commercial, technical documents of
the company.
e Distributing documents, ensuring accuracy of all documentation.
e Ensuring regulatory procedures and changes are followed.




Academic Qualification:

2010-13 Bachelors of Human Resource Management.
SDM College (Mangalore University).
Mangalore, India.

Computer Skills:
Operating System : Windows 95, 2000, XP & Vista
Office Application : Microsoft Office Suite 2003 & 2007

Personal Information: e

Nationality : Indian

Date of Birth : 09/03/1992

Gender : Male

Religion :Islam

Marital Status : Single

Languages known : English, Hindi, Kannada, Malayalam

Passport Details:

Issue Date :04/01/2012
Expiry Date :04/01/2022
Visa Status : Visit

Place of issue :Bangalore

| solemnly declare that the above said information is true and correct to the best of my knowledge and belief

Date
Place



