Curriculam vitae                               [image: image1.png]



Name


   : Arafat
                          

Post Applying for  : Suitable Post
Email Address      : arafat.24834@2freemail.com  

	
	


Objective

To equip myself for bigger challenges in life in an ever demanding and creative environment and willingness to learn more and improve myself in social, psychological, tactical and technological aspects to push hands with our ever fast changing world.

Academic Qualification

	Course


	 Year
	Institution     

	B.C.A(Comp. application)
	2004-2007
	ST. Joseph’s college of arts & science, Cuddalore.


Technical Skills


· Operating System
Windows /2007/2010/XP, MS-office (word, excel, PowerPoint).

· Tally Accounting software(certified Tally Academy)

T
atty

Experiences
U.A.E EXP 1: MASSAR SOLUTIONS-ABU DHABI (April 2015 Till Now)
Role:  DATA CLERK (26-Nov-2015 Till Now)
Responsibilities: Item codes creation, Price updating in oracle & Bynx (Parts, Vehicles, Tires), Maintain Vehicle updates, preparing commercials in excel, coordinators trip log maintaining, LPO’s& Files maintaining, etc
Role:  ADMIN CLERK (APRIL-2015 TO Nov-2015)
Responsibilities: Payroll Entries, Receiving Allowances/Deductions, Handling Attendance, Finger print Access control, Leave Entries, Certificates for Bank/Embassy, Issue Id cards, Documents Filing, Maintains log ,etc.

.

U.A.E EXP 2: AL-AIN CO-OPERATIVE SOCIETY (JUNE-2010 TO JUNE-2014)
 Role:  PAYROLL ADMIN
Responsibilities: Documentation controller, Inter act with Accounts & Payroll system / Administration, Receiving bills, banking work, having knowledge of supermarket inventory system, salary details for employees, handling Attendance software, Finger print Access control, handling CCTV work
TENTH PLANET   INFO SOLUTIONS (INDIA) 3Years (from May-07 to June-10).
Role: CASHIER, BACK OFFICE ASSISTANT & DOCUMENTATION CONTROLLER.

Responsibilities: Receiving bills, banking work, salary details for employees, etc.
Personal Details

Father’s Name      
: Mr.D.Abdul

Sex

          
          : Male
Marital status
              : Married
Date of Birth

: 24-10-1984

Nationality

          : Indian

Visa status                      
: Employment visa (Transferable)
Driving License           
: Light Vehicle (U.A.E)

License exp date             : 21/05/2022
Languages Known         : Arabic, English, Hindi, Urdu, Tamil, and Malayalam. 

Passport Details

Place of Birth

: Cuddalore 

Place of Issue 

: Chennai 

Date of Issue 

: 07-03-2008

Date of Expiry

: 06-03-2018

Declaration

                   I hereby declare that the particulars given above are true and verified with the best of my knowledge.

                                                                             

ARAFAT









