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Gulfjobseeker.com CV No: 1429248
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php

To acquire a demanding and gratifying position in a dynamic organization where I can enhance my professional expertise.


STRENGTHS 

	· 
	Optimistic and Hardworking 

	· 
	Good communication and interpersonal skills 

	· 
	Self-Motivated Cordiant, proactive and ability to perform under pressure.

	· 
	Opened minded experimental, quick learner & result oriented.

	· 
	Relationship building capability and ensuring client satisfaction.



Company : Arabian Automobiles Co. LLC (Nissan), (A Group of AW Rostamani Companies)
Position    :  Costing Executive cum CLO (Customer License Officer) 
Duration   : From October 2012 to till date. 
Core Responsibilities/ Competencies:

· Handling phone calls on PABX system & routing them to appropriate department

· Organize and maintain filing system of important and confidential documents

· Responsible for prioritizing incoming correspondence; letters, memos, e-mails and fax

· Responsible for preparing office correspondence; letters, memos, reports and other materials

· Prepare, encode and print data requested by immediate supervisor

· Prepare booking and appointments.
· Prepare customer invoices through Oracle system

                                                 TEACHER

Responsibilities & duties

· Working as an teacher for class LKG to 5th standards
· Organize picnics, drawing competitions  

· Bachelors in Arts   (Rohilkhand University, Bareilly, India)

· Nursery Teaching Training (NTT)  Muradabad, UP, India.




   

· Windows XP/Vista/Windows 7

· Microsoft Office

· Word

· Excel

· PowerPoint

· Internet & Emails
      Personal Details
Date-of-Birth. 

:
15th July1986.

Nationality

:
Indian.

Visa Status
     
:
Employment

Current City 

:           Dubai, U.A.E  
Driving License 
:
UAE Valid Light Vehicle Driving License  
Languages Known 
:
English,Urdu,Hindi 
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