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Visa Status: Visit Visa (90 days)
                
Job title: Application for the post of Administrative Assistant/Clerk:
Career objective:
I am confident that my skills and past experience would make great contribution to your organization. Therefore I would appreciate the opportunity to discuss my qualification for this position in greater detail with you in person at your earliest convenience. I am able to perform office tasks managing client relationship, correspondence and all office related works by cooperation.
Total Work Experience:  10 Years
In INDIA 
Company
:  Crescent Engineering Industries.
Position
: Secretary / Admin Assistant.
Duration
:  May. 2003 to May. 2004
In U.A.E.
Company
:  Tawam Hospital, Al Ain, UAE.
Position
: Medical Records Clerk/ Admin. Assistant.
Duration
: Jun. 2004 to Aug.2010.
In MALDIVES 
School
: M.T.M. School, MOE, (IGCSE Syllabus)
Position
: English Teacher.

Duration
: Dec. 2011 to Nov. 2014

Duties and Responsibility: 
· In U.A.E. (Tawam Hospital, Al Ain)
· As a telephone manner, attending all incoming and outgoing calls.

· Booking room for the meeting purpose.

· Registering all the data by hard copy and saving as soft copy in computer.

· As a filing clerk, maintaining all the patients’ files in the proper place.

· Making new chart for the new patient and creating the same file as a soft copy.

· Filing all the reports everyday and creating the patients’ reports in computer.

· Sending Lab Reports to the physicians using Cerner system whenever they needed.

· By updating and maintaining the electronic documents 

· Sending and receiving letters, memos and faxes.

· Updating all confidential reports in computer using Cerner system.

· Having telephone conference with physician and submitting reports when they needed.

· Having good cooperation with all workers.

· Having good communication with all workers.

· In India (Secretary  in Crescent Engineering Industries)
· Maintaining All incoming and outgoing calls as a receptionist.

· Maintaining all the files as hard copies and soft copies.

· Maintaining all the confidential data in system.

· Following all the mails from various clients.

· Preparing letter correspondences to various clients. 

· Letter drafting to various vendor & supplier on time.

· All secretarial works, Coordination works at Office.

· As a Team Player, leading workers with cooperation. 
Academic Qualification:

· B.A. English Literature (2003), M.S. University, India.
Computer Skills:
· Diploma in Information Technology.

·  MS Office (word, Excel and Power Point) and Internet Tools.

·  Diploma in Hardware and Networking.

·  Typing certificate in English Junior Grade.    
  Personal Strength:
· Good Listener, Very Co-operative, Quick learner and Hardworking
· Self-Motivated, Enthusiastic have direction plan and control to meet challenges.
· Flexible, energetic, patient and able to work independently, good team worker. 
Personal Profile:
Date of Birth 


:
24-03-1981
Nationality


: 
Indian

Religion


: 
Muslim, 

Marital Status


: 
Married

Language Known

:
Tamil, English, Malayalam & Hindi 
Hobbies


: 
Playing Chess & Using Internet 

Declaration: 
I hereby declare that all the details given above are true to the best of my knowledge and belief.  If given me opportunity to serve in your reputed firm, I will serve with the best of my skills and ability.
Signature,

