Gulfjobseeker.com 

CV Number: 118302
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[image: image1.jpg]



	  ----------------------------------------------------------------------------------------------------------------------------

SEEKING JOB IN ADMINISTRATION SECTOR 

To become a significant contributor in your esteemed organization that provides challenging environment to grow with opportunities to work and rental my potential in to the maximum extend. And I assure you of my devoted service if appointed to.

CAREER HISTORY

 Experience :

· General Manager – Admin.

· Policy making and Management Administration

· Marketing & Sales

· Teaching and Administration

· Co-ordination & Supervising

· Manager - Purchase & Store keeping 

Office Administration & Experience.

· At present I am working in Jumairah.
· Manager in Coffee Beanz Pvt Ltd, Ernakulam, Cochin. (18months- middle of  2013- 2014)
· General Manager, in M/s. Periyar Group of Companies. Okkal, Kalady.

   (One of the leading manufacturers and marketers for PVC pipes and Water Tanks.)

   ( 4 years-  2009-2013)
· Purchase Manager, Processing of purchase order, purchase entry & material issue to all the departments in M/s  Brmsco Garments Pvt Ltd. Anchelpetty,Onakkoor,Ernakulam District

    ( 3 years-  2006 - 2009)

· Teacher & Supervisor of Sh.Noomara School, Under Maldives Govt.

    ( 4 years - 2002 – 2006)
· Teaching English, Economics & Hindi in Andra Pradesh , Kerala and Maldives.
    ( Almost 4 years -  1998 – 2002) 

· Marketing and Sales in Radiant heats Maldives,Male

     ( One of the  leading resort suppliers of kitchen articles)

· Handling all types of co-ordination and correspondence with all customers and maintaining all files and confidential data systematically & accurately.

· Assisting the administrator in day-to-day general office administration.

· Maintaining staff’s attendance, leave application and monitoring staff discipline and activities in every aspects.

· Purchase and store keeping- coordinating with all departments.

· Organizing and supervising office administration effectively & implementing management policies.

EDUCATION & CERTIFICATION

         S.S.L.C Passed                       :Board Examination, Trivandrum- 1984.

         Post Graduation in Hindi         :DBHP Sabha,Madrass. 1991.
         Computer Knowledge             : Knowledge in M.S Office & Excel. 

         Languages Known                  : English, Hindi, Malayalam
                                                       (To read, write and speak fluently) 

                                                       : Tamil & Dhivehi.

                                                       (Only to speak fluently) 

PERSONAL PERFORMA

        Age & Date of birth                 : 45 yrs, 31.12.1968.

        Civil Status                             : Married.

DETAILS OF PASSPORT   
       Issued by                                : Passport Office, Cochin, Kerala, India.   

        Visa Status                               : Employed in Dubai

The above furnished details are true and correct to the best of my knowledge and belief.                                                                                                                                
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