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AMEEN

Email: amen.193703@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
Post Applied for Admin/Office Assistance/Document Controller
	OBJECTIVES


Seeking a position to utilize my skills and abilities in the organization that offers professional growth while being resourceful innovative and flexible.

	EDUCATIONAL PROFILE

	COURSE
	UNIVERSITY/ BOARD
	NAME OF

INSTIUTION
	YEAR OF PASSING
	MARKS (%)

	BSc Computer science
	Thiruvalluar

University
	Islamiah College with “A”Grade

	May 2009
	61


	Diploma in Computer Hardware
	Pentatech 
	Initiative Technology
	 Oct 2008
	87

	HSc

	   State Board
	             Khaderia
  Higher Secondary School
Vaniyambadi
	Apr 2006
	56

	SSLC


	State Board
	Khaderia 
Higher.Secondary School,

Vaniyambadi.
	Apr 2004
	71

	COMPUTER SKILLS


Hardware                          :      Assembling , Installation, Trouble Shooting

	
	
	

	
	
	

	Office Data Base                         


	: 
	MS EXCEL, MS WORD , MS POWER POINT, 

MS ACCESS,


	AREA OF INTEREST


· Office Administration
· Business Application Programming3
	WORKED EXPERIENCE


· Having 2.9 yrs of experience as an IT Analyst at NASER TANNING COMPANY.
· My key role is maintaining stock of leather inventory.
· Daily updation of dispatch and receiving quantity of leathers.

· Excel billing work on a monthly basis .

· Finalizing of stock at the end of the month and reporting to my head of IT Department.

· Converting DOS file into MS WORD document. 

· Sending Emails to Managing Director about daily arrivals and dispatch details.

· As a Document Controller 

· Handling of admin work to assist HR,

· Preparing all kind of reports and data works etc,

· Sending email, receiving, Internet Outlook, Ms office.

	PERSONAL PROFILE

	Date of Birth
	:
	10.05.1989


	Gender
	:
	Male



	Nationality
	:
	Indian



	Languages Known
	:
	Tamil,

English

	
	
	Hindu, Urdu, Visit visa,

 

	Address 
	:
	Tamil Nadu , INDIA ,
.


                                       .        

	DECLARATION


 I am a dynamic, hard working, easily adaptable person who is always willing to learn. I hereby declare that all the details given above are true to the best of my knowledge and belief.
     Yours truly
[AMEEN]
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