RESUME
NOORUL 
Objective

To be a part of the challenging team which strives for the better growth of the organization and which explores my potential and provides me with the opportunity to enhance my talent with an intention to be an asset to the company.
Key Strengths
· In depth knowledge of routes, locations and addresses in and around city
· Able to perform minor repairs of all kinds of vehicles.
· Demonstrated ability to keep the vehicle clean.
Driving Experience

Company 


: ETA Ascon group of companies 

Division       


: ETA - HRS (UAE)

Duration      


: Jan-2009 to DEC-2015
Designation


: Car Messenger
Responsibilities: 
· Pick up and drop office guest and staffs
· Deliver the materials to appropriate address and collect the acknowledgement

· Load, unload and prepare the materials 

· Follow route and time schedule

· Ask for feedback on provided services and resolve clients complaints

· Collect payments and cheque 
· Make minor repairs the vehicle when it’s required.
· Obtained valid signature on delivery documents.
· Daily Maintaining driver log book.
· Perform vehicle inspection to manage preventive maintenance.
· Vehicle registration and renewal

Experience

Company 


: ETA Ascon group of companies 

Division          

: ETA - HRS (UAE)

Duration      


: Jan-2007 to Dec-2008

Designation


: Document controller

Responsibilities: 
· Responsible for controlling all documentation related activities in a project

· Support and coordinates with discipline with administration and control.

· Data Entry of In carry/dispatch/Updating Contracts/ Bill details

· Preparation of Report through V Look up

· Control and maintain project Record of incoming project documents
Educational Qualification
Diploma from Mohamed Sathak Polytechnic, Ramanthapuram ((2003-2005) 

+2(Higher Education,) From Hameedia Higher Secondary School, Ramanthapuram
SSLC Examination, From Hameedia Higher Secondary School, Kilakarai 

Additional Qualification
· DTP (Computer Software College) | East Coast Computer 
· Computer Hardware & Maintenance | CIICP
Software Exposure
· Operating System Windows  98, 2000, 2003, XP, Windows 7 and windows 8, 10
· MS OFFICE 2007 & 2010,CorelDraw,PageMaker,And Ready to Work on Different Software’s
Personal Profile
Date of Birth


:
11.05.1983 

Nationality 


:
Indian 

Language know 

:
Tamil, English, Hindi 

Marital Status

:
Married 

Religion 


: 
Muslim 
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