RESUME
A. Personal Details:







Dubai
Date of Birth 

:
01/05/1981        

Birth Place 


:
Ahmedabad

Gender


:
Male

Mother Tongue 

: 
Gujarati

Marital Status

:
Married

Nationality


:
Indian
Languages Known

:
English, Hindi and Gujarati

Hobby



: 
Reading, Traveling

B. Academic Qualification:

	No.
	Name of Exam
	University/

Board
	Seat No.
	Passing Year
	Out of Marks
	Percentage

	1.
	S.S.C.
	G.S.E.B.
	A 59436
	March-1996
	422/700
	60.29

	2.
	H.S.C 
	G.H.S.E.B.
	B 002694
	March -1999
	386/800
	48.25

	3.
	ITI 
	T.E.B.
	10917014
	July-2000
	558/700
	79.71

	4.
	Apprentice 
	T.E.B.
	17205100
	Nov.-2001
	548/650
	84.30

	5.
	Diploma Mechanical
	T.E.B.
	9021301009
	Nov.-2005
	859/1525
	57.17

	6.
	Ms Office
	Boston Computer
	019505
	Jun- 2000
	-
	-


C. Other Activity 
:

· General knowledge of Computer and much known of internet and MS-Office (MS-word, MS-excel and MS- power Point)
D. Work Experience
:
	No.
	Name
	Designation 
	Duration

	1.
	Aai Shree Khodiyar Motors
	Office Assistant/ Cashier
	11-March-2006 To 26-May-2015


Duties:- 

· Prepared of Bill and Cash Handling to Customer.
· Solve all type of customer problem. Manage all type of document.
· Manage Record of all type documents.
· Doing Print, Scan, mailing of Doc. 
· Communicate with all departments.
· Send and receive Information Request to related department.
·  Correspondence and Mail to our Client. Scan, print and Modification in All Type of documents.
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