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SUMMARY
To be a part of good organizationfor the post of a sales executive, messenger, driver where I can prove my personal skill with a view of refining my knowledge of what I have learned. 
WORK HISTORY
Cleanco Cleaning Services and Building Maintenance - Dubai

2011 – Present
Transporting Co-ordinator(Jan 2012- June 2013)
· Performed administrative and secretarial duties with wide latitude for exercising discretion and judgment. 

· Prepared letters as instructed and in accordance with precedent and directed mail to other staff members for their action. 
· Studied reports received, checked and compared with previous reports and other data, and brought to the attention of the executive significant items, changes, errors or omissions. 

· Maintained for the executive up to date management manuals, directives, organizational charts and kept the executive informed of changes. 

· Set up and maintained office files and kept correspondence and reports available for reference and efficient operation of the office. 

Driver(July 2013 –Present)
· Managing the time with the schedule.

· Purchasing the required materials.

· Collecting money / check from the clients.

· Reporting day to day activities to the specified person.
EDUCATIONAL QUALIFICATIONS

· Bachelor Degree in History (Course completed)- University of Kerala-Kerala, India

· 1.5 Year Advanced Diploma in Computer Soft ware Hard ware and Cell phone Technology, Mahatma Gandhi Computer Education Foundation Kerala, India

APPLICATION SKILLS
· MS Word, MS Excel, Ms Power point, MS Access

· C,C++, VB, oracle(Programming software)
PERSONAL PROFILE
Date of Birth


: 31/07/1990

Nationality


: Indian

Languages Known

: English, Hindi, Malayalam and Tamil
Visa Status


: Employment

PERSONAL TRAITS

·  Excellent communication skills

· Work effectively with diverse groups of people 

· Committed to deadlines and schedules 

· Fast learner, Hardworking, Articulate.
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