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Career Objective : 

Seeking for a job of Office  Administrator where i can utilize my efficient Problem solving, Customer Relation Skills, Office management and Administration Skills in a truly motivating work environment.
Academic& Professional Certification:
Graduate In Economics
( University of Calicut )

Diploma In IATA – UFTAA Foundation & EBT Course 

Diploma In Travel & Tourism Management & EBT
Languages Known:
 English, Arabic, Hindi

Employment History :                                                                         

PRIVATE ENGINEERING OFFICE, Doha Qatar           



Apr2009 – July 2014
Administrative  Assistant : 
· Sort and Distribute Email, Mails, Fax and Couriers. 
· Works with Word Processing to prepare reports, memos and documents.
· Prepare and submit all kinds of reports of Job Orders to the management on day to day basis.  
· Prepare , Arrange and Submit Reports of More than 160 workers leave ( Annual, Medical, Emergency etc ) , Special Requests, Duty Allocation of workers to the Management.  
· Act as Store Keeper and Maintaining Stock Details with Electronic filing, Material Issue and  Delivery, Make Estimate the Materials for New Job Order, Local Purchasing etc..
· Receiving all incoming materials from various departments and local purchases.
· Compare the actual arrived materials with packing list and checks weather the quantity of the actual material matches with packing list quantity.
· Ensure the quantity of materials is supplied as per Purchase Order.
· Prepare various reports such as tools receiving report, and non-conformity report, for the various tools and materials arriving in a construction site.
· Maintain a work sheet for the various materials received and issued to site for quick tracking and facing of the same and updates the files on day to day basis.

· Prepare daily status report for material issue and stock in warehouse.

· Prepare weekly materials report and submit to the Site In-Charge and Management.
· Keeping proper documentation such as Materials Delivery Note and Packing Lists, Material issue details, Purchase Order, Material weekly report, Material approval documents etc
· Billing & Invoicing, Account Management.
· Answering general telephone inquiries in a professional and courteous manner and directing to appropriate staff members.
· Maintain Confidential records and files.
· Coding and Filing the All Materials and hard copies of electronic files.
· Backing up electronic files.

· Forwarding general incoming emails, voice mails to appropriate staff members.  

· Coordinate and maintenance of all office equipments.
JET AIR PVT LTD, GSA AIRINDIA, Calicut Intl Apt


 
 Aug 2008 – Mar 2009 
Jet Air Private Limited is a ground handling agency formed in May 1974, for marketing foreign Airlines in India, Handling all Major Airports thorough out the country like Mumbai, Delhi, Chennai, Bangalore, Kolkata etc, including Calicut International Airport in South India were the most number of populations in the country works abroad. Jet air eventually grew to a network of 60 branch offices.

Administrative Assistant : 
· Administration Office (All Administrative Works).
· Work with word processing and database software for issue different types of letters, reports, memos, and documents.

· Handled the passengers of delayed flight for arrange hotels, foods, transportation.

· All kinds of Administrative Works like issue of Excess Baggage, FIM, ID tickets for Staffs, Daily, weekly, monthly reports, Billing and Invoicing etc....   
· Check-In ( DCS & manually ) For Air India, Air India Express

· Service Control, Passenger Reconciliation.

· Baggage Handling

· Handling Arrivals & Departures of a Flight

· Boarding passengers on right time to ensure an on time turnaround for all flights, and Releasing the Flight

· Special Handling, meeting and greeting VIP guests, assisting disabled, accompanying minors travelling alone on all areas.
· Handling Reservation Department ( issuing of Manual & Automated , Web Tickets)

· Handling Boarding Gate, Arrival Counter
AKBAR TRAVELS OF INDIA PVT LTD,  


        

Aug 2006 – Jul 2007

Counter Staff Trainee 

· Training completed in Airline Reservation Software like Galileo, Amadeus

· Issuing of E-Ticket and Paper Ticket and other duties.                                                                                                                                                                                                                                                                           

TEAM FRONT LINE PVT LTD, Calicut




 Dec2005 – May2006

Computer Service Engineer

· Assembling Computers, Installing and upgrading of hardware and software

·  Loading Operating systems, 

·  Design, Support and  Troubleshoot network and Pc related Issues

· Online or telephonic Support for the Clients. 
· Recovering data which deleted or formatted from drives.

· Installation and Configuration of VPN, Remote Desktop, Work Group Network

· Installation, Configuration and sharing of Internet 

Computer Skills:

Microsoft Certified System Administrator ( Training Completed )

Microsoft Certified Professional

Diploma In Computer Hardware 

Software’s:  Excellent working experience with Win7/Win8, Microsoft Office ( Word & Excel ), All software installation and activation, Expert in Installation and Repairing, Modification, Upgrade, Troubleshooting of All Microsoft Operating System.

Hardware :  Excellent Experience in Computer Assembling, Formatting, Installation of OS, Trouble shooting, Network Designing and installation, Sharing and Security, Backup and Restore, etc.
PERSONAL DETAILS:

Nationality
:
Indian

Age/Date of Birth
:
31 / 08 APR 1983

Sex
:
Male

Religion
:
Islam-Muslim

Martial Status
:
Married

DECLARATION:

I here by declare that above mentioned details are true and correct to the best of my knowledge and belief.

