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Career Objective
Seeking a position for Driving/ Sales/Clerical/Secretarial/ Administrative/Office Support in a growth oriented      company that allows me to, showcase my potential and experience for the advancement of the organization. Looking forward to, an opportunity to, serve the organization to the best of their interest by providing all the dedication and hard work to achieve the result.

My Resume indicates (9) Years experience in different sectors.  (Agriculture, Computers, Medical & Health, Marine, Furniture, & Stationery industries)

 EDUCATION QUALIFICATIONS
· Bachelor of Science from Andhra University (1999-2002) with 67.27%
·        Intermediate (Bi.P.c) S.V.S.S Govt. Jr. college     ( 1997-1999)  with 69.8%

·        S.S.C from Z.P.H.School Manchili (1997) with 51%

Work Experience 
· Multipurpose Extension officer in Department of Agriculture from Govt of Andhra Pradesh (28-8-2003 to 30-9-2004).

· Computer Operator (own Business) from Jan -2005 to Dec-2006.
· Emergency Medical technician from EMRI 108 Ambulance JAN-2007 TO JULY 2007

·  Clerk & Office Assistant  at Jurong Ship Yard, Keong Eng. Works (Singapore) Aug 2007 – Feb 2010

· Sales and Clerk  at Qasr versai Furniture & Cashona book shop , Dubai,U.A.E from Dec 2011 to still Now.


Job Responsibilities
· Basic Accounts ( excel)

· Making Quotations for Stationery & Furniture
· Making Invoices and Deliver Notes for Stationery & Furniture
· Data entry for Stationery materials

· Making barcodes

· Follow up payments

· Cashier works

· Sales & Purchase stationery

· Maintain Customer Relationship
· Secretarial & Administrative supports

· Lamination, Binding, Printing, Photocopy 

· Inventory control

· Store keeping

· Document controlling

SOFTWARE PROFICIENCY

· MS OFFICE  ( Word, Excel, Power Point)
· INTERNET SKILLS
PERSONNEL INFORMATION
DATE OF BIRTH


:
 22-SEP-1980

MARITAL STATUS 

:
  MALE, MARRIED

NATIONALITY


:  
INDIAN
LANGUAGES 
      

 :
 TELUGU, ENGLISH.
I hereby certify that all information given here are true and correct to the best of my knowledge
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