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SEX : MALE

NATIONALIITY: INDIAN

PROFESSIONAL OBJECTIVE

I would always prepare myself for contributing in the progress of organization. The development of the company would be my prime area of interest. It would help me to create a good impression among my companions. I would use my ideology while working. So, I will come to know the strength of my skills
ACADEMIC QUALIFICATION 

· Obtained  PG IN ARABIC  (With Human service) at Aliya Arabic college -2013

· Obtained BA ARTS In ARABIC at the university of Calicut 
· Obtained Second PUC Delhi Board  of secondary & senior secondary education 
· Obtained Afzal Ul Ulama Preliminary the university of Kannur 

IT & COMPUTER QUALIFICATION
· Certified computer course  at Aliya Arabic college 

· Typing & translation at Aliya Arabic college

· Accountancy & tally  at Aliya Arabic college

· Higher Diploma in Computer Application and designing 

(CorelDraw, photo shop, excel, power point, etc) good knowledge in internet
· Typing at high speed in both Arabic & English
· Microsoft office programs (2007XP)

· Well knowledge in computer software 

· Designing & graphic program me ( Photoshop & CorelDraw )

· Typing at high speed in both Arabic & English
· Very good experience of internet searching & knowledge of online info finding techniques 
Other skill
· Hard works able to work under pressure
· Very good experience in using software Dictionaries & translation tools 

· Ability to efficiently manage teams & work in teams 

· Dedication in work & timely delivery of assigned projects & tasks 
AREAS OF INTREST 

Office management, Administrative,

Administrative support, Office secretary 
Managerial post, (Management, assistant)
In-charge officer, (executive officer) , executive office 
Public relation officer and 
· H R Department 
· Arabic  & English typing 

· Any computer works 
· Designing, typing ,translating ,Writing 
· Asst. Manager
· Event manager 

· Press and media, 

· Any other management 

· Teaching 
· Any other project  works 
· Documentation  

COMMUNICATION SKILL

Knowledge of languages:-
(Both read & write)

· English

· Arabic

· Hindi, Urdu

· Kannada
· Malayalam
SKILL SET SUMMARY

· A good perception of inter-personal communication skill.

· Author, writer, translator and caption writer

· Well experienced in writing effective letters on official, academic and business 

Purpose 
· Ability towards reading the minds, desires, efficiency of the customers

· Highly linguistic 

· Assisting managers or entire business team promoting business at the highest possible   

· Level working, thinking and helping together.
· Able to manage all administrative matters
· Having a positive attitude

· Desirous to learn more and more and have the ability to work collectively or individually under dressers

· Logical thinking manner and good problem solving skill

· Doing excellent relationship with different people, and having the ability to acquire a lot of 
People
     HOBBIES:
Books reading and writing
Art: painting, design,

Play: Volley ball, Football, Shuttle and cricket

Event: Managing and programmed conducting

Social service works

Work experience:
· Presently employed in SHANTHI PRAKASHANA Mangalore
 Responsibilities; Technical clerk , HR Support, Head of Arabic Department (Arabic software works Arabic typing and proof reading settings  Documenter )

· Presently also employed in Al Furqan Arabic Institute Thokkot

Responsibilities; Institute managing   in charger, Administrative support, Document controller, Head of teacher 
Other experience: program conducting, managing Data collecting, & project works
Well computer work experience 
BEHAVIOURAL CHARACTERISTICS: 
· Responsibility 

· Sincere in attitude 

· Excellent problem solving skill
PERSONAL STRENGTH: 
· Easily adaptable to new environment 

· Open to challenges and opportunities 

· Good communication 

· Willingness to learn fast 
Caption writer:
 Caption plays a vital role addressing the concept and value of an item to the changing atmosphere of minds of customers and a powerful tool of advertisement of any business potential as well.
Go for better one approach: 
As people likes new in everything; Introduction, videos, advertisement films and matters must be re-written every month. It’s another powerful tool to handover new in products and converting attention of the customers towards our business side.
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