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CURRICULAM VITAE


Gulfjobseeker CV No: 1373424
To interview this candidate call 971505905010

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
	OBJECTIVE


To develop my career in an Organization that makes full utilization of my initiative, organizational and personal skills. To work as part of a team, assume responsibilities, implement ideas and use my abilities to contribute for the growth and development of the Organization. 
	EDUCATIONAL QUALIFICATION


Graduation

: B.com (Accounting) from Kerala University (2002)

Higher Secondary
: Kerala University (1999) 

	Professional strength


· A hardworking, result-oriented person who believes that no challenge is impossible

· Languages – English, Arabic, Hindi & Malayalam

· Verbal and written communication skills, typing, ability to deal with the people diplomatically, willingness to learn, Team facilitator
· More than 7years experience in SAUDI ARABIA
·     Knowledge and ethics of practices for basic office administration and organization

·    Thorough understanding of the necessary principles of recordkeeping, copying, faxing, mailing and filing

·    Demonstrated ability to process received and outgoing mail manually and electronically

·    Profound ability to work effectively either alone or as part of a team

	PROFESSIONAL FIELD EXPERIENCES


Designation

: Administrator
Employee No.

: 50947
Dept


: Sang3 Hospital Project, Taif – Project 
Period


: March, 2014 to December, 2014
Company

: Yokogawa Saudi Arabia Co. Ltd, Techno Valley, Dhahran, K.S.A - 



 
  Through Subcontractor

Designation

: Admin Assistant
Employee

: 4750-4718

Dept


: Admin Dept

Period


: December, 2011 to March, 2013

Company

: Mohd Abusanah Maint Est. (Noori Group)
Designation

: Administrator/ Technical Coordinator
Employee No.

: SIN/237

Period


: 28th June, 2006 to 10th November, 2009
MY PROFESSIONAL FIELD TASKS:- Administration FIELD TASKS
1. Using a variety of software packages, such as Microsoft Word, Excel, Outlook, PowerPoint, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases;

2. booking rooms and conference facilities;

3. attending meetings, taking minutes and keeping notes;

4. liaising with staff in other departments and with external contacts;

5. ordering and maintaining stationery and equipment;

6. sorting and distributing incoming post and organizing and sending outgoing post;

7. liaising with colleagues and external contacts to book travel and accommodation; organizing and storing paperwork, documents and computer-based information; Photocopying and printing various documents, sometimes on behalf of other colleagues
Company

: Al Asli Computer Trading, Ajman, United Arab Emirates

Designation

: Logistic and Dispatcher 
Period


: March, 2004 to May, 2005

PROFESSIONAL FIELD TASKS
Responsible for the logistical processing of customer orders, including coordination with vendors, sales staff, customer service representatives, billing representatives. Schedules and dispatches workers, Records information on each calls and prepares detailed reports on all activities occurring during the shift. 
Company

: Campes Homes (The Complete Building Solution), T.V.M, Kerala, India
Designation

: AUTO CAD Draftsman
Period


: 26th June, 2013 to 30th January, 2014
Company

: Micron IT Solution P.Ltd, Trivandrum, Kerala, South India

Designation

: Technical Assistant (Computer Lab)
Period


: March, 2003 to January, 2004
	COMPUTER SKILL:-


· Auto CAD 2D

· Advanced Diploma in Computer Application (DCA) 
· Microsoft Office (Word, Excel, PowerPoint, Outlook)

· Ms Access Accounting Software like Tally, Peachtree etc…
	ADDITIONAL QUALIFICATION:-


Hold on Saudi and Indian Driving License.
	PERSONAL DATA:-



Date of Birth

: 30 May 1981


Marital Status

: Married

Health


: Excellent


Interest
 

: Foot Ball, Cricket and Reading 


Nationality


: Indian


Religion


: Islam, Muslim

	Declaration


I hereby declare that all the above information is correct to the best of my knowledge and belief. If you given a chance to serve with your esteemed company, I assure you sir, I shall discharge my duties entrusted to the best satisfaction and obligation to my Employer.
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