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KAMALUDEEN 
Email id: kamaludeen.208148@2freemail.com

OBJECTIVE
To obtain an Office Assistant/Office Boy position in a growth-oriented company where I can utilize my administrative and analytical skills and acquire new abilities.
EDUCATIONAL QUALIFICATION
	Course
	Board/University
	Year of Passing
	

	
	
	
	

	
	PGP Industrial Training Institute
	
	

	I.T.I(Plumber)
	Vasudevanallur.
	JULY/2006
	

	
	
	
	

	
	
	
	

	
	Quaide Millath Hr.Sec.School,
	
	

	S.S.LC.
	Puliyangudi.
	APRIL/2003
	

	
	
	
	

	
	
	
	


WORKING EXPERIENCE
1. Name of the Company : Apple International School 
Designation
: Office Assistant
Duration
: Feb 2009 to Feb 2011
Place
: Dubai
2.   Name of the Company
: Asia Pacz Pvt. Ltd.
Designation
: Office Assistant
Duration
: May 2011 to Jan 2016
Place
: Singapore
3. Name of the Company : Emirates Leisure Retail LLC 
Designation
: Restaurant Worker
Duration
: 2016 to 2017
Place
: Dubai

SKILLS
· Skilled in sending mails, letters, memos and supervise other official activities. 
· Knowledge of using office equipment’s like scanner, fax and photocopy machines etc. 
· Excellent interpersonal skills to behave in a best possible ways with the visitors in the company. 
· More than 4 years’ experience in an office environment. 
· Able to relate well to the public, very personable and good on the telephone. 
· Diplomatic, tactful, creative, discreet, flexible, resourceful, dependable, well-organized, friendly, emotionally mature and professional. 
· Strong ability to work effectively with multiple supervisors. 
· Capable and practiced in handling complex and multifaceted tasks. 
· Extremely knowledgeable with clerical tasks and time management. 
PERSONALITY TRAITS
· Warm, friendly and engaging personality. 
· Outstanding loyalty and commitment to the customers. 
· Ability to work hard and smart. 
· Ability to work in late hours with full efficiency. 
PERSONAL DETAILS
	
	Name
	: Kamaludeen 

	
	D.O.B
	: 22-05-1989

	
	Marital Status
	: Married


· Languages Known : English, Tamil & Hindi 
	
	Nationality
	: Indian

	
	
	

	
	
	

	
	
	

	
	Visa Status
	: Visit Visa-Valid till 28th Oct 2017


DECLARATION
I do hereby declare that the particulars of information and facts stated above are true and complete to the best of my knowledge.
	Place: Dubai
	Signature

	Date:
	Kamaludeen



