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OBJECTIVE:
Seeking a challenging career. To be part of an organization that 
can provide me an opportunity to utilize my skills for the growth 
and development of the company.
TECHNICAL PROFILE:
Superior skills in communication and customer service. 
Experienced maximizing productivity by improving system reliability,
 and reducing technical support costs.
PERSONAL ABILITIES:

· Attention to detail.

· Able to work in Shifts

· Ability to work under pressure and independently

· Proficient with computer literate

· Ability to work under pressure.

· Good written and verbal communication skills  

· Able to work as part of a team.

· Having a patient outlook.

· Ability to multitask and manage conflicting demands.

· Ability to priorities tasks.
TECHNOLOGY STACK:
· Operating System
: Windows XP, Windows 7

· Application

: MS Office

· Remote Admin

: Remote Admin 3.5, Team Viewer 4
Education:

· Bachelor of Computer Science 
Madurai Kamaraj University College, Madurai, INDIA, in April 2005 
Professional Experience & Skills: 

	ADMINISTRATIVE ASSISTANT / NETWORKING SUPPORT
	 PMM GROUP, DUBAI, UAE.

Jashmira General Trading LLC, - 1 Year Experience (Current)
Jab Allah Transport LLC. - 5 Year’s Experience


	Daily Responsibilities

· Have Good Knowledge in Visa Processing. [Online Tourist, Service, Long & Short Term Visa Processing.]

· Document Control, Filling and Management System. (Soft Copy + Hard Copy).

· Assist in the daily operation of the department

· Sending and Distribution of Incoming faxes.

· Preparing and sending couriers.

· Scanning documents of confidential nature into different formats

· Updating Travel Entry & Exit Report

· Data Entry, Telecalling, File Processing, MIS Report Preparation (Report Presented by category of Monthly & Yearly in our client’s basis).

· Maintain and handling the Invoice, receipt, payment vouchers & petty cash handling.

· Internet Searching and E-Mailing.

· Installing and managing computer networks, Assembling new systems, Maintaining existing software and hardware and upgrading
· Knowledge in Computer Networks and extensive experience of WAN/LAN maintenance

· Other Administrative works as and when required.




Experience In INDIA:
· Worked as Software Testing Engineer in IT Field with Mindssoft Technology since May 2007 To Aug 2008 in India.

· Worked as Office Administrator with Paradigm Consultant on May 2005 To Apr 2007 in India. (GE & SBI - Credit Card Verification Agency)



























    








PERSONAL INFORMATION:


Date of Birth   	 : 07- 05 -1985


Sex	          	 : Male


MARITAL STATUS: Married


Nationality      	 : Indian


Language Known: English, Hindi, Tamil


Visa Status	  : EMPLOYEMENT




















