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PERSONAL INFORMATION:
Date of birth: 20th July 1988
Gender: Male
Marital status: Unmarried
Hometown: Mangalore
License: Muscat car d/l
Languages: English -  Hindi - Kannada – fluent 
Arabic - Beginner
EMPLOYMENT HISTORY:
Marg Al Zuhoor Trading L.L.C 
April 2011 – August 2012
Muscat, Sultanate of Oman
EXECUTIVE ASSISTANT
· Placing & expediting purchase orders, work orders; verifying receipt; stocking items.
· Serving clients with quotations & answering queries, negotiating for tenders.
· Procuring materials, invoices, delivery notes.
· Preparing drafts & official letters to high end government clients.
· Dealing with walk-in clients & creating database for clients.
· Handling business correspondence & maintaining relationships.
· Organizing & documenting papers & electronic files for various projects.
PROFESSIONAL STRENGTH:
· A hard working & enthusiastic business graduate with ability to handle multiple tasks.
· Good oral & written communication skills.
· Familiar with operating systems like Microsoft word, Excel and the Internet.
EDUCATION:
· High School




Indian School Muscat, Sultanate of Oman
Central Board of Secondary Education
X class    2004
XII class 2006
· Bachelor of Business Management                 


New Horizon College, Bangalore, Karnataka, India
Minor: Marketing 2010
· MBA in Marketing                                                                   
New Horizon College, Bangalore, Karnataka, India
Major: Marketing 2015
REFERENCE: Available on Request.
