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Resume
Position Applied for
:   
Admin /HR Asst., Secretary, Document Controller
Date of Birth

:
07/10/1965, Place - Malegaon

Known Languages
: 
Arabic, English, Urdu, Hindi, Marathi

Academic Qualifications

· Master Degree (M A Eco.), From University of Poona

(Attested from – Saudi Embassy, Home Ministry, HRD & Ministry of Foreign Affairs)

· Bachelor Degree (B A Eco.), From University of Poona
· Computer Programming & Word Processing 
From Advance Training Institute for Electronics & Process Instrumentation - DehraDune

Technical & Trade Certificates
· English Typewriting Certificate
· Material Management Program – MAXIMO
· Office Automation (MS – Word, Excel, Power Point etc.)

Professional Trainings 

· Supervisory Development Program
· Bank Probationary Officer’s Training

· Development Program For Self Employment

· First Aid Training

· 17 years’ Work History (Gulf 10 + India 07)

An additional honorable 4 years’ working experience as HR ASST. (2005 to 2009) with King Faisal Specialist Hospital & Research Center – Jeddah KSA
1. Employer Name
:
Saudi Oger Ltd. – Jeddah, KSA
Service Period

: Seven (07) years from 18/07/2005 – to – 13/04/2012

Position

:
 Personnel Department as HR Asst.
2. Employer Name
:
Saudi Binladin Group (O&M)–Holy City Madinah, KSA
Service Period

: Three (03) years from 07/12/1997 – to – 08/05/2000

Position

:
Admin Department as Admin Asst.

3. Employer Name
:
NICE Computer Academy–Malegaon City, INDIA
Service Period`
:
Five (05) years from 06/06/2000– to – 14/07/2005

Position

:
Computer Lab as Lab Asst.
4. Employer Name
:
Electron Computer Education–Malegaon City, INDIA
Service Period`
:
Two (02) years from 01/01/1995– to – 30/11/1997

Position

:
Admin/Secretary
· I will provide all originals at the time of Interview. Thanks[image: image1.png]



