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Objective:
To understand and undertake challenges in process and contribute in effective management for personal and organizational development.

Gulf Experience (3 Years)
Company Name: Singapore Cargo Services 

Duration: Jul 2011 to Oct 2014

Designation: Office Admin.

Location: QATAR.

Core competency:

Control and Maintaining the Billing section, Stock Department and also maintaining the Accounts (Normal).  

· Browsing on Net and informing the concern for necessary action. 

· Inspection of Stock Report on Daily basis. 

· Preparation of letters to customer and offer Documents. 

· Maintaining the cash transaction.   
· Booking & Maintain for AWB Stock with Airlines. 
· Daily office Maintain & Report the manger. 
India Experience (3 Years)
Company Name: Singapore Cargo Services 

Duration: Jul 2009 to May 2011

Designation: Office Admin.

Location: Chennai (INDIA)
Core competency:

· Maintaining Delivery Chelan and Invoice for completed orders.

· Browsing on Net and informing the concern for necessary action. 

· Inspection of Stock Report on Daily basis. 

· Preparation of letters to customer and offer Documents. 

· Maintaining the cash transaction.   
· Daily office Maintain & Report the manger. 
Company Name: Nine Star Information Technologies

Duration: May 2008 to Jun 2009

Designation: Team Leader.

Location: Chennai. (INDIA)

     Core competency:

     Clipping & Editing Images for the U.K Magazines.

· Edit the Images to setup the pages.

· Redraw the existing images.

· Maintaining the daily report & Updating for the Manager. 

Educational Qualification:
·  Bachelor of Computer Science (B.Sc CS,) – Khadir Moideen College – Adirampattinam.
Key Skills Acquired:
 
Excellent communication and presentation skills 

· Organized and well structured at work 

· Independent and Self-Motivated 

· Committed to deadlines and schedules 

· Team Player 

· Flexibility 

· Handle pressure-work under stress 

Technical Qualification:
 Diploma in Computer Application

· MS Office ( Word, MS Excel and Access  and Power Point ) 

· Typewriting   
Achievements:
· Reduce the Error Rate. 

· Individually handled high volume of transactions. 
Personal Details: 
DOB
:
30-03-1987

Sex
:
Male

Nationality
:
Indian
Marital Status
:
Married

Language Known
:
English, Hindi, Malayalam & Tamil
Visa Status
:
Employment Visa (Transferable)
