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Post Applied For: Logistic Assistant / Document Controller
Carrier Objective: I am looking for opportunity to work with a progressive and growth-oriented organization, where my expertise and knowledge are valued and also put into practice for the benefit of the organization.






Skills Summary: An experienced Document Controller with 8 year of relevant experience with multiple tasks such as HR & Personal / Purchase Department/ Projects.
Experience in Gulf (8 Years):
Name of Company     : Al-Basti & Muktha LLC, 
Designation                 : Document Controller 
Duration                       : From 10.11.2006   to Present   
Experience in India (3 Years):                                        
· Worked  as Stenographer (Trainee)  in Office Executive Engineer, Provincial Division, Public Works Department, Kanpur Nagar, Uttar Pradesh from 11.04.2002  to 10.04.2003
·  Worked as Office Executive in  M/s. Ranjan Singhal & Associates, Kanpur, Uttar Pradesh from 01.05.2003 to 30.09.2005                                                                                                           
Educational / Professional Qualifications Details:
· High School Examination Passed in 1993 from U P Board, Allahabad.

· Intermediate (10+2) Examination Passed in 1995 from U P Board, Allahabad.

· Bachelor of Science (B.Sc) Examination Passed in 1998 from C.S.J.M. University, Kanpur, U. P. 

· Diploma in Business Administration (DBA) Passed in 1999 from Barakattullah, University, Bhopal. 
· Diploma in Modern Office Management & Secretarial Practice (MOMSP) Examination Passed in 2001 from Government Polytechnic Institute, Lohaghat, Chamapat, Uttarnachal. 
Knowledge of Computer/ Documentation Skills:
· Proficient in Computer -MS Office (Ward, Excel & PowerPoint), Tally 6.3

· Knowledge of  Software : Castor –Employees Data Management System,  Prolog Manager –Documentation Management System,  Horizon  –Accounts,  Attendance Management System 
Personal Details:

Date of Birth
  : 15.06.1978
Place of Birth
  : Unnao, Uttar Pradesh 

Languages

  : English & Hindi

Nationality

  : Indian
I hereby declare that above furnished information provided by me is true and correct to the best of my knowledge and belief.
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