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Experience: Asst. Accountant



· Worked as asst.accountant (cash collection, daily sales entry in computer, closing stock)

In India from 2002-2004 (for 2 years) 

Experience: Admin Asst.
· Passport controller P.R.O Asst. in Kuwait controls company
· working as Document Controller & Archives Clerk for Kuwait controls company –
Dubai Branch from 2004 – 2011 (for 7 years)
· Also having Experience in Accounts ( Documentation, collecting cheques, maintaining petty

Cash)

· Excellent knowledge in Administration (Accountant, Sales & Customer Service).
Driving License
· Having UAE DRIVING LICENSE Expires on 28/01/2016
Duties & Responsibilities:

· purchasing office stationary 

· Attending telephone calls

· Sending and Receiving faxes

· Making Photocopy and solving technical problem if any and                                                    

· Assisting administration & accounts related works

· Arranging Tender documents ,

· Filing &Arranging all kinds of files in order

Educational Qualification


· Higher Secondary School Level Examination (Std XII)

· Secondary School Level Examination (Std X)
Technical Qualification


	       Programming Languages
	PGDCA

	      Operating System
	Windows 95 / 98 /  NT / 2000, MS-DOS

	 Web Technologies
	HTML

	 Documentation Tool
	MS Word, MS Excel, ms Power Point


Personal Data 

Date of Birth                         :
April 4, 1984
Nationality                            :
Indian

Marital Status                       :
Married

Languages Known               :
Arabic (speak), English (read, write, speak),  

                                                          Hindi (read, write, speak)

                                                          Urdu (speak), Tamil (read, write, speak) and 

                                                          Malayalam (speak)

Visa Details                           :         Visit Visa 
