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Career Objective:
Basically I am a professional office clerk; I can handle any work of store &office. With I have GCC & India Experience. I had good knowledge in store & office dealing. And I like to work hard to produce the better quality in the company.

Work Experience:
As Store Keeper with clerk
@ SAM Building Contracting LLC at Jebel Ali Free zone, UAE      JULY_2010 to AUGUST_2013              
· Responsibilities
1) Check and receive purchased materials and to arrange for the storage in appropriate places. 

2) Issue materials only in required quantities against material lists. 

3) Ensure safe keeping as to quality and quantity of materials.
4) Check the book balances, with the actual physical stock at monthly and year end. 

5) Maintain material receive / issue record. 

6) Prepare material request for all regular stores items whenever the stock level of any item of store approaches the minimum limit fixed. 
Own Business
Ayurveda Medical shop cum Clinic at Kerala, India     SEPTEMBER_ 2013 to NOVEMBER_2014
· Responsibilities
1) Co ordinate with Daily consulting doctor and assistant to the Doctor.
2) Manage the patients and control them by priority basis.

3) Gives medicines to patients as prescribed by Doctor.

4) Check the stocks of medicines and maintain the minimum stock level.

5) Maintain accounts.
As Sales Executive
@ BSNL Franchisee at Kerala, India     JANUARY_ 2009 to JANUARY_2010
· Responsibilities
1) Meet Customers by physical visits to customer locations and demonstrations of company

products. 

2) Take orders from the Customer by physical visit / phone call.

3) Deliver the product as ordered and collect invoice amount.
4) Maintain and clearing sale record and invoice record.
As Desktop Publish Operator

@ RASHTRA DEEPIKA DAILY NEWS PAPER
MAY_2008 to JAN 2009 
KERALA

@ SIRAJ DAILY NEWS PAPER


OCT_2005 to FEB_2008
KERALA

@ IDEAL OFFSET PRINTERS,


APRIL_2005 to OCT_2005
KERALA

· Responsibilities
1) Office assistant cum English & Malayalam type writing.

2) Designing the Bill book, Notices, Flex boards, Advertisement, etc.
Educational Details:

Higher Secondary

State Board of Examination-Kerala (India)

2005
Computer Skills:
Diploma in Desk Top Publishing,

Diploma in English-Arabic-Malayalam Type Writing,

MS-Office, MS –Excel, Internet
Skills & Activities:
Freelance writer in newspaper  (Uttaradesham daily newspaper, Karaval daily newspaper, etc.) 

Social activities, Sports, Travelling

Language Known:-
English, Hindi, Malayalam, Arabic (Write & Read)

PERSONAL DETAIL
DATE OF BIRTH

: 09-11-1986
MARITAL STATUS

: SINGLE
