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Personal Profile
.
Personal Data:

Gender             : Male

Date of Birth    : 15/04/1988
 Marital Status  : Single
 Religion           : Christian
 Nationality       : Indian 
VISA status       : Employment 
Languages Known:

· Malayalam  -- Fluent

· English        -- Fluent
· Hindi           -- Fluent

· Tamil          -- Fluent

· Arabic         -- Speak
Career Objective:
To pursue a career in a world-class organization that provides a challenging and competitive environment valuing Talent, Dedication, Integrity and Loyalty and one which strongly enables personal growth in terms of learning values while fulfilling organization objectives.
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· S. S. L. C 2003 Completed in S.N.G.H.S.S High School.

· +2 Completed in Higher Secondary School.

· Degree Completed in University of Calicut, Kerala, India 2010.

Professional Experience:
Excellent motivational and interpersonal skills and able to communicate at all levels.  Hard working, sincere, honest, reliable and resourceful with strong presentation ability.  Presently seeking a demanding position offering challenge and reward.  Scheduling multiple tasks logically.  Very patient and pleasant, having lots of initiatives. Capable of working both independently and part of a team. Fully confident and determined of carrying out assignments and duties successfully and more professionally. Good observation power, fast learner, initiative for handling any type of work power with timeless effort.  Prepared to undergo any type of training course or whatsoever is required to take up the job.

1. Company Name
: HOLIDAY BEACH MOTEL 

                                       IN DIBBA, UAE

           Duration
                 : Currently working since last 1 years & 6
                                               months
                 Job Designation 
 : Front Office Executive
            2.Company Name
:  HOLIDAY BEACH MOTEL


  
   IN DIBBA, UAE


                              

                  Duration

:  November 2011 – November 2013 
                  Job Designation
:  Cashier(Night Club) 
            3.Company Name
: J&J ASSOCIATES
                                                     Thrissur, Kerala
    Duration

: May 2010 – November 2011
                Job Designation      : Assistant Accountant


	COMPUTER SKILLS
· Familiar with Internet
· M.S Office(Word, Excel, power point)

· Software:- Tally, Fiesta
duties & responsibilities
· Greet guest/client and provide good services and policies.

· Compute and account cash transactions in working hours.

· Management and in charge of all front desk operations
· Successfully organize appointments between Clients and Employees.
· Transferring of calls to various departments
· Responsible for dispatching courier mails and keeping a record of them
· Co-ordination of ID and other visitors cards  & Distributing inwards documents received
· Responsible for payments of bills
· In charge of utilities and maintenance of furniture & responsible for booking of services for the company
· Responsible for typing reports, memos and other correspondence.

· Compile and maintain detailed reports of calls received which consists name, call timing and business nature.

· Excellent interpersonal, communication and customer service skills.

· Accurate time management skills.
skills & specifications
· Friendly, cheerful and helpful
· Ability to handle many tasks at the same time
· Ability to work well under pressure
· Good social and interpersonal skills
· Possess marketing and sales skills
· Ability to store and record information accurately
· Good written, oral communication skills & computer related skills
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EDUCATION:
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