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Sir,

I would like to present my application herewith for your kind consideration, for any available position that I could fill in your requirements for this post. I am Bachelor’s Degree holder in English Literature from University of Calicut, I have also got diploma in Computerized Financial Accounting.

I will discharge my duties in an efficient and responsible manner and to the entire satisfaction of my superiors, in case I am selected.
I have enclosed my CV for your reference.


Kindly I request you to consider my application.

Thanking you,


Career Objective:
To work in a challenging environment where there is a scope to learn and grow. To build a career with the leading corporate of highly committed and dedicated people, which will help me to explore myself fully and realize my potential.
Work Experiences:
Teaching-June 2009-May 2010, India
Tutor & Office Work-PTM Orphanage July 2011-July 2012, India
Job Description:

· Prepare official correspondences
· Document management–filing and tracking 

· Accounting

· Call Attending & etc

Computer Skills:
Tally, Peachtree,
Microsoft Office, Typing,
Internet, E-mail & etc
Language Proficiency:
Arabic, English,
Hindi, Malayalam & Urdu

Educational Qualification:
Bachelor’s Degree in English Literature - University of Calicut, March 2010
Diploma in Computerized financial accounting - Accounts Service Society, Sep 2010

G-Operator - G-TEC Computer Education, May 2010
S.S.L.C - Govt: of Kerala, 2003 March

H.S.C - Govt: of Keral, 2006 March
Hobbies:
Reading Books

Travel

Personal Information:
Religion
: Islam
Nationality
: Indian

Date of Birth
: 17.03.1987
Gender
: Male

Marital status
: Single

