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Maob : +971 50 467 5577
+971559371668

Email : saifudheenmm1@gmail.com

Applied forl e Administrative Officer

CAREER OBJECTIVE '\l

Result oriented administrative professional with over 4years experience in administration , business
development, managing teams and handling high net worth clientele looking for a challenging
opportunity resulting in mutual growth.

An adaptable and enthusiastic individual who takes great pride in his work. Communicates well at
all levels and is able to form working relationships quickly with a wide range of people. Used to
working under pressure and to meeting strict deadlines.

Company 3 ENLIGHT ACADEMY, TRIVANDRUM, KERALA

Designation : ADMINISTRATIVE OFFICER
Work Period: May 2013 -December 2015

Company : INDIA OPTION IT
Solutions Pvt.Ltd, Trivandrum

Designation : ADMINISTRATIVE OFFICER (IT)
Work Period: July 2011-April 2013

JOB RESPONSIBILITIES N\

P Assigned mainly for office administration and test series preparation
Establish goodwill.

Operate efficiently and economically.

4

4

D Prepare presentations, proposals

P Worked as a member of Opening support Team.
4

Setting up new plans & promotions, decision making, flexibly in job atmosphere

MAJOR ACHIEVEMENTS \Ql|

Playing key role
Involved in all kinds of display agreements

Trained to work under extreme pressure



[image: image2.jpg]| am very dedicated professional, quick learner and a team player. | have the qualities of working
under extreme pressure and controlled attitude in order to achieve positive goals and best results.





[image: image3.jpg]Looking forward to a favorable reply from you.
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D PLUS TWO (60%marks) G.K.V.H.S Eriyad
D B.A (64% marks) Maharaja’s College, Ernakulum

D M.A (76% marks) Maharaja's College, Ernakulum
2 nd Rank holder in M.A Islamic History , Mahatma Gandhi University Kottayam

TECHNICAL QUALIFICATION Ng

Microsoft Ccertificate IT Professional { MCITP )
Windows 3.1, 95 & 2000,

Ms -Word
Ms —-Excel

Auto Cad, Revit 2014

PERSONAL DETAILS

Date of Birth
Marital Status
Religion
Nationality

Visa Status

May 15th 1987
Unmarried
Islam

Indian

Visiting Visa
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