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CAREER OBEJECTIVE

To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self development and help me achieve personal as well as organization goals. To seek challenging assignment and responsibility, with an opportunity for growth and career advancement as successful achievement. To excel in my field through hard work, research, skills and perseverance. To serve my parents and my country with the best of my abilities.

CAREER PROFILE

· Detail – oriented, efficient and organized professional with extensive in administrative systems.

· To contribute my experience, skills and expertise to the management team.

· Possess strong analytical and problem solving skills with the ability to make well thought out decisions.

· Excellent written and verbal communication skills.

· Highly trustworthy, discreet and ethical. Resourceful in the completion of projects, effective at multi tasking.



	EDUCATIONAL QUALIFICATION

· BACHELOR DEGREE IN ARTS (BA) at Karnataka State Open University Mysore, Karnataka, India in 2009.

· HIGHER SECONDARY CERTIFICATE (+2) IN ARTS, Department of Pre University Education, Bangalore, Karnataka.

· SECONDARY SCHOOL LEAVING CERTIFICATE, Karnataka Secondary Education Examination Board, Government of Karnataka.

COMPUTER KNOWLEDGE

· POST GRADUATE DIPLOMA IN COMPUTER APPLICATION (PGDCA) at NISE Udupi Karnataka, India in 2009.

· DESK TOP PUBLISHING (DTP) from ACS Computer Sales and Services Kaup 574106, Udupi, Karnataka.

· Tally ERP9, MS Excel, MS Word, PowerPoint.

· Posses a good Knowledge of Windows XP and Microsoft Office, Photoshop, PageMaker & etc.

LANGUAGE PROFICIENCY

English


:

Excellent (Read, Write, Speak)

Arabic



:

Very Good (Read, Write, Speak)

Urdu



:

Excellent (Read, Write, Speak)

Kannada


:

Excellent (Read, Write, Speak)

Tulu



: 

Very Good (Speak)

Hindi



:

(Speak)




PROFFESSIONAL EXPERIENCE
1. Position: CASHIER.

From July 2012 to September 2014

AL MOMAIZ COMMUNICATION, King Abdul Azeez Road, Al Dawadmi, Ar Riyadh, Kingdom of Saudi Arabia. 

	RESPONSIBILITIES
	· The first duty of mine is to greet the customers entering into organization.

· Receive payment by cash, cheque, credit cards, vouchers or automatic debits. Issue receipts, refunds, credits or change due to customers.

· Handling all the cash transaction of an organization.

· Receive payment by cash, cheque, credit card etc.

· Checking daily cash accounts.

· Count Money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Greet customers entering establishments.

· Maintain clean and orderly checkout areas.

· Guiding and solving queries of customers.

· Providing training and assistance to new joined cashier.

· Establish or identify prices of goods, services or admission and tabulate bills using calculators, cash registers or optical price scanners.

· Maintaining monthly, weekly and daily report of transactions.




2. Position:  OFFICE ADMIN in Constructions field.

From April 2009 to June 2012

M/s. Hi Point Constructions Pvt. Ltd. Manipal Udupi, Karnataka India.
	RESPONSIBILITIES
	· Supervise and coordinate activities of staff.

· Maintain management information systems (Manual and Computerized).

· Prepare annual estimates of expenditure, maintain budgetary and inventory controls and make recommendations to management.

· Locate suitable business premises and negotiate reasonable leasing agreement.

· Upkeep of office administrative facilities and ensure availability of daily miscellaneous requirements to provide harmonious work culture to employees.

· Customer relationship.

· Prepare and reconcile general bank statements.

· Assists office staff in maintaining files and databases.

· Prepares reports, presentations, memorandums, proposals and correspondence.

· Work within a busy office environment and support office teams in order to ensure the smooth running of day to day activities.

· Provide accurate administration of all paperwork generated at office level.



	HOBBIES, SKILLS AND ABILITIES

Hobbies : -

· Socializing with friends



Gardening


· Computing




Listening Music

· Puzzles





Playing Cricket

Skills : -

· Supervisory skills



             effective written communication

· Team work




stress management





· Accounting and book keeping 


time management

· Decision making skills



Effective verbal and listening communications

· Computer skills including the ability to operate computerized accounting, spreadsheet and word processing programs at a highly proficient level.

Abilities : -

· Be honest and trustworthy

· Be respectful

· Be flexibility

· Problem solving

· Demonstrate sound work ethics

· Keen Learner




PERSONAL INFORMATION

Date of Birth                                    
      :
          2nd December 1988


Gender



      :
            Male                                                   
  


Place of issue    


      :                  Bangalore

                    Religion



      :
            Muslim                             


Nationality                                                     :                  Indian



Marital Status                                               :                   Single
DECLARATION

I hereby declare that the above particulars furnished by me are true and correct to the best of my knowledge and belief.

