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Carrier Objective
To obtain challenging on a reputable company/ origination that enables me apply the knowledge and skills which I have gained though my education and related experience toward growth of organization 

Work experience      

Present working as a Document Controller cum Storekeeper  in Ghantoot Gulf Contracting co, Dubai, U.A.E   (Feb 2008 to Present).  Client: Dubai Electricity and Water Authority.  
Education qualification       

BA, S.V.A Govt Degree College Srikalahasti 

MS Office

Skills     

· Excellent knowledge in MS Excel MS Word Power point

· Having good command over English Hindi Urdu Telugu and Malayalam

· Ability to find new and innovative solutions to problem

Duties included
· Preparing the Letter For Consultant Sub Contractor and Client  
· Receiving the Fax and mails  

· Preparing  the site meeting arranging
· Preparing the daily report for Manager 
· Receiving the calls and drafting the letters 
· Controlling the documents

Strengths
· Ability to work both independently  and collectively to achieve targets 

· Self motivated with excellent interpersonal and Hard working skills 

· Enthusiastic to learn new concepts and to work in a team 

· Wheel- rounded interpersonal skill and understanding of how to deal

· A Self – starter with positive attitude Positive team player and well spoke 

Interests 

· Learning news soft ware technology 

· Reading Books 

· Reading news papers
Personal information
Gender

:
 Male 

Date of birth 

:
26 – 11 – 1981

Nationality

:
Indian 

Religion 

:
Islam 

Marital status

:
Married
Visa status

:
 Employment 
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