Objective: To obtain a position as Secretary, Document Controller or any other position which suite my experience and qualification:
	
	General Educational
	


Bachelor of Arts (BA) ( Calicut University, Kerala, India
Master of Arts (MA) ( Calicut University – First Year continuing -distant education
	
	Technical Educational
	


Computer operator and Programming Assistant through Markaz ITC, Calicut.
Web Designing, through LCC Calicut. 
	
	Computer literacy
	


· Very familiar with Office applications such as WORD, EXCEL, POWERPOINT

· Thorough knowledge e-mail and internet operations.
· Excellent data entry and word processing skills
· Very good typing speed in English (65 words per minute) and Arabic(35 Words Per minute)
· Mastery of Graphic Designing Programs (Adobe Photoshop, PageMaker, CorelDraw)

	
	Work experience
	


Process Associate (Data Entry) - (2009 Jan to 2012 Sept) – Sweans Technologies, Kinfra Technopark Calicut.
· Innovative, highly creative, good at thinking MS Office (Word, Excel and PowerPoint)

· Overall control of all the incoming / outgoing documents.

· Systematic and up-to-date official correspondence receiving, dispatching, filling the documentation and distribution of documents of related staff.

· Collects data’s from search engines and upload to web sites

· Correspondence to various departments and clients

Computer Graphic Designing-(08 Jan - Dec 08) Ajantha Color Lab, Calicut.

· Able to work within brand and design guidelines. 

· Experience with catalogue, brochure and Album design.

· Able to work under pressure, meet deadlines and multitask.

Computer Instructor- (07 Jan to 07 Dec) Kondotty School of Commerce.

· Documentation review, routing, copying and filling

· Data entry operation & form filling Maintenance

· All other Instructor jobs and complies with other assignments.

· Preparing bills receivable and payable 

IN SAUDI ARABIA

Worked as an office secretary in Fuji Gulf Elevators & Escalators Company Pvt Ltd.  Jeddah since 02-Nov-2012 to 02-Dec-2015.
1. Assist the executives with administrative and personal duties.

2. Follow up with team members on assigned action items to ensure timely completion.

3. Generate reports and acquire documents as needed.
4.    Undertake other duties within the range of skills normally associated with a position of classification.
Personal Attributes

· Result oriented Team player.
· Excellent data entry and word processing skills.
· Positive outlook and problem solving skill.

· Good inter-personal relationship.

· Experienced in office administration.

· Ability to handle multiple tasks under pressure.

Communication Skills

· Fluency in English, Arabic, Malayalam, Hindi Languages
· Interaction with colleagues and clients

	
	Personal Data
	


Date of Birth:         12-May-1986

Marital Status:       Single
Religion:                 Muslim

Nationality:            Indian
First Name of Application CV No : 1657830
Whatsapp Mobile: +971504753686 
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