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CV Number: 118104
Mobile +971505905010 / +971504753686 

E-mail: cvdatabase @ gulfjobseekers.com

To get contact details of this or many other candidates
Submit request on this link by writing all the short listed CV Numbers.

         http://www.gulfjobseeker.com/feedback/submit_fb.php
Objective

To seek suitable position within a progressive reputed Organization, in any suitable field in order to utilize my qualification and expertise and attain growth.

Educational Qualification:

Higher Secondary passed in Catholicate Higher Secondary School  Pathanamthitta  -Kerala.
 Language Known:

English, Hindi, Urdu,Tamil, Malayalam and Arabic. (Arabic Read & write fluently and spoken little)

Computer Knowledge:

Packages: MS OFFICE (MS WORD, EXCEL, POWER POINT), TALLY,ADOBE PHOTOSHOP, I-NET. And English and Arabic Type writing.

Work Experience:

Have One Year Experience as Receptionist cum Secretary at Mobile Company –Kerala-Since Mar- 2014 to Mar- 2015
Job Responsibilities:

· Attending and replying all Customers phone calls and E-mails enquiries
· Assisting customers all enquiry of companies products
· Putting Company related  all costs and expenses in Manually
· Making Data entry in Tally and MS excel and Word
· Making Invoices and arranging delivery order as per customer scheduled
· Arranging to collect cheques and documents from customers and Suppliers
· Filing and keeping companies records in daily basis

Have One Year Experienced as Receptionist at NATIONAL ELECTRONICS – Kanhangad-Kerala Since 2013 to 2014 Feb.

Job Responsibilities:

· Attending and replying all Customers phone calls and E-mails enquiries

· Making Data entry in MS Excel and MS Word

· Making Invoices and arranging delivery order as per customer scheduled

· Arranging to collect cheques and documents from customers and Suppliers
Personal details:

Date of Birth: 15-03-1989

Nationality: Indian

Religion: Muslim

Sex: Female

Marital Status: Married

Visa Status: Visit Visa 
Passport Details:

Place of Issue: TRIVANDRUM
Date of Expiry: 05/12/2020
Declaration:

I do hereby declare that the above mentioned details are true and correct to the best of my knowledge and belief.

