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CURRICULUM VITAE

Email: — ~ ° oo

Post Applied For: HR Administrative Assistant / Office Clerk

Objective :-

To obtain a full time challenging position in a growth minded, and positive
company that offers a progressive future and rewards hard work. Also this allows
utilization of my skills and capabilities to greatest extent, there by accomplishing
both the company and my personal goals.

Education :-

% B.com (Compurters) completed from S.V. University. Tirupati, A.P.

< Diploma in Financial Accounting from American Accounting School,
Hyderabad.

Diploma in Oralce Financails R12 from AADS Education, Hyderabad.
Intermediate completed from Govt. Junior College for (Boys), Kadiri.
Secondary School Education from MP High School, Kadiri, Ananatapur (Dist).
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Experience :- ( 7+ Years)

4+ Administrative Asst./ Document Controller (07-10-2012 - 30-12-2013)
o i Recruitment LLc. Abu Dhabi - UAE.

..C is a company whicl recruits and brings the
workers under Noukri sponsorship and supplies them to the establishments and
companies in country based on their requirements. The principles is mobilize the
workers based on short and long terms contract with need it clients.

4+ Data Analyst (2007-2011) - WORDWORKS APEX ITES Pvt. Ltd. Hyderabd,
India.

4 Jr. Data Analyst/Data Entry (2006-2007) - WORDWORKS APEX ITES Pvt. Ltd.

Hyderabd, India.




PROFESSIONAL SUMMARY

Assisting Project Manager/In-charge in his day-to-day operations.

Preparation of tender documents, quotations, weekly reports, labour time sheets,
and monthly invoices etc.,

Maintained Day Book, Petty Cash Book, Ledgers, Sales and Purchase Books,
Monthly Reports etc.,

Understanding of principles and practices of association, planning, records
management and general administration, Internal office correspondence.
Co-ordinate with Supplier / Site Storekeeper / Central Store to ensure the material
delivery as per schedule.

Assist Project Manager in arranging resources required for the project in co-
ordination with Contracts Department

Handling of petty cash for site internal expénses.

Key in, check over, proofread and finalize letters, reports, statements,
invoices, forms, presentations and further documents, from notes or
Dictaphone, using computers

Adoptable to any work environment.

Technical Skills :-

Operating Systems : Windows/98/2000/XP2/2007.

Typing skills : Lower & Higher

Application Packages ; MS-OFFICE (Word, Excel & Access)
Accounts Packages : Tally,Wings & Quick book,Focus,Peachtree.

Personal Profile :-

Father Name

Date of Birth

Marital Status : Single

Nationality : Indian

Religion : Muslim

Visa Status : Visit Visa. Expired on 30-Nov-2014
Languages Known ; English, Hindi and Telugu

Passport Number

T o 4.

Date of Issue
Date of Expiry

Place of Issue
Present Address

I do hereby declare that the above mentioned information is true, Complete

and correct to the best of my knowledge and belief.

Place:
Date:




