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An enthusiastic & confident young person with a pleasant personality capable of discharging assignments in a responsible manner. Exercises good adaptability to all situations. A positive attitude and flexible towards learning new things.

A position to utilize my skills and abilities to a maximum level where I can apply the knowledge that I have learned and to synergy’ to all my strength and resources available to work with complete perfection and professionalism

PROFESSIONAL EXPERIENCE

Presently Working as Admin and Public Relations Officer at Middle East Specialized Cables LLC, Dubai .2
· Prepare and submit for all the work of Department of Economic Development 

· Applying visa quota and other all Immigration and Labour works of Staff

· Verifications and upgrade of the staff details
· Prepare Bank payments and Cash, cheque Collection

· Dealing with Emirates Post, Etisalat, Dewa

· Follow up and solve office Related Issues  

· Smart Pay Disburse through WPS
· Verification of Vehicle  registration
· Coordination with head office for various operational matter Cash acceptance for all  payments and receipts
· Applying and arrangements for immigration and labour works

· Handling day end activities 

· Sending and receiving of, Bill payments of Dewa, Etisalat one prepay, Payments and ticket Booking to all staff
· Responsible for the safe keeping of the relevant documents.
Administration and Pro  With Bookash Real Easte, From Aug 1999 to  2007  

· Prepare and submit for all the work of Department of Economic Development 

· Applying visa quota and other all Immigration and Labour works of Staff

· Verifications and upgrade of the staff details
· Prepare Bank payments and Cash, cheque Collection

· Dealing with Emirates Post, Etisalat, Dewa

· Follow up and solve office Related Issues  

· Prepare Bank payments and receipts, journals, debit note, credit note etc

· Forward statements of accounts to customers

· Updating of files and reports

· Prepare monthly payroll report
· Sales  and Building Maintenance In charge  

	Education
· Bcom Calicut University, Kerala, India. 



	· Higher Secondary from Board of Higher Secondary Education, Tamil Nadu, India.



	· Secondary School Leaving Certificate from GHSS South Trikaripur, Kerala, India


Personal Assessment 

Knowledge of LLC Agreement 

Can handle work under pressure.
Highly dedicated and committed to work and responsibilities.
Team Facilitator, Tactful, Polite and Excellent in Public Relation.
Excellent communication skills, Very good command over English- Spoken and Written.
Personal Details

Nationality

  :  india       
Languages                      :    English, Hindi, Arabic      

Visa Status

  :  Employment        
Driving license               :   Dubai     
Declaration

I hereby acknowledge that the above given information are true to the best of my knowledge and belief.
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