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Summary
Dedicated, determined professional with extensive experience at administration works specialized in the front desk activities. Proficient in working with MS Office tools & other necessary computer software’s. Excellent communication skills with good fluency in English, Malayalam, Hindi and Tamil. Strong people management skills. Holding UAE Driving License. Willing to relocate.
Education
Academic


     : Intemediate from the University of Calicut





     : Secondary School Leaving Certificate from





       Board of Examination Kerala

Technical Qualification               : Diploma in Computer Application





      (Micro Soft Windows, MS- Word, MS- Excel





       Novel Netware LAN, Internet and E-mail.

Professional Experiences

#1) STEP GROUP, Sharjah, United Arab Emirates – Public Relations Officer – April 2008 to March 2014 
· My Responsibilities include

· Handling entire office administration

· Documentation Works for Trade License and Chamber of Commerce
· Visa Processing and Immigration works for all employees
· Over all front office duties 
· Dealing with Medical and Health department.
· Maintaining Personnel file for employees  
· Managed Procurement process and documentation 

· Handling with recruitment agencies. 
· Handling various issues/queries related to various HR departments

· Conducting telephonic or personal interviews with the candidates and getting preliminary information 
· Organizing parties and functions
#2) PENTA PARK COMPUTER CARE, Kasaragod, India – Office Secretary – 1997 till 2000
· My Responsibilities include

· Administration works for entire office
· Conducted classes for Initial computer learners.
· Interacted with the clients to meet their requirements.
#3) TRADES INDIA (Pvt) Ltd, Kanchangad, India – 2001 to 2007
· My Responsibilities include
· Analyze the material requirement and making indent to Purchase dept.

· Work according to Master Bar Chart

· Inspecting the quality at various check points of the projects

· Documentation of the project
· ISO Documentations

Personal Details

Date of Birth

: 01/04/1978

Place of Birth

: Kasaragod
Marital Status

: Married

Nationality

: Indian

Visa Status

: Visit visa (transferable) 
Language Skills

To Write


    : Arabic, English, Hindi and Malayalam

To Read


    : Arabic, English, Hindi and Malayalam

To Speak


    : English, Hindi, Tamil and Malayalam

Declaration

I hereby declare that above mentioned details are true to the best of my knowledge.

