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OBJECTIVE:To be employed in an organization that offers both challenges and opportunities to increase knowledge and responsibilities in the position ofTranslator (Arabic- English and Vice Versa),Public relation Officer, Administrator, PrivateSecretary, Executive Assistant.
SUMMARY:
· Possessdouble Master Degrees
· Govt. Diploma in Functional Arabic
· Experience in Public Relationand Administrative Works
· Deep knowledge in Emigration and Labour works
· Multilingual Asset and Well- versed in Translation
· Computer knowledge
· MS Word, Excel, Power Point, Photoshop, Page Maker
· Typing: Arabic, English, Malayalam, and Urdu
EDUCATIONAL QUALIFICATIONS:
Post-Graduation
· Master of Arts in Sociology – Indira Gandhi National Open University, New Delhi.
· Master of Arts in Arabic- Islamic and Human Science
Darul Huda Islamic University- Kerala India.
(Member Federation of Islamic Universities League, Cairo)
Bachelor Degree
· Bachelor of Arts in Sociology - University of Calicut- Kerala, India
· Bachelor of Arts in Arabic- Islamic and Human Science 




Darul Huda Islamic University – Kerala India
Diploma
· Two years’ Diploma in Functional Arabic - Ministry of Human Resource Development, Govt. of India
EXPERIENCE IN U.A.E:
· Typist cum Translator in Hero Star Typing, Dubai. (19/09/13-Till the date).
· Experience in Labour , Immigration and Economic services in Hero Star Typing, Dubai. (19/09/2013- till the date)
· Letter typing to Police Station, Labour, Immigration and other Gvt. Departments.
EXPERIENCE IN INDIA:
	DarulHidayaDawa Arabic CollegeKerala – India


	Designation
	Office Admin/ Exam Co-ordinator

	Period
	From AUG 2010-September 2014

	Reason for Leaving
	For better future and experience

	Responsibilities

 

 

 

 
	* Public Relation works
*All kinds of Managerial works, registering and releasing students to and from the college, typing and sending out college documents, answering phone calls and taking and sorting email message.
*  Letter drafting and preparing reports


COMPUTER SKILLS:
· Operation System: Windows
· Packages: MS office (word, Excel, PowerPoint), Adobe Photoshop, Adobe PageMaker, Internet and Emailing.
TRANSLATION SKILL:

	ARBIC TO ENGLISH AND VICE VERSA

	ARABIC TO HINDI AND VICE VERSA

	ARABIC TO URDU AND VICE VERSA

	ARABIC TO MALAYALAM AND VICE VERSA 

	ARABIC TO TAMIL 


LANGAUGES KNOWN:
English, Arabic, Hindi, Urdu, Malayalam & Tamil

PERSONAL INFOMATION:
Sex




:
Male
Religion



:
Islam
Nationality



:
Indian
Marital status



:
Married
Place


                      :
Thalassery, Kerala, India.
Declaration 
I do hereby declare that the all information furnished above is true and correct to the best of my knowledge and belief.






