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CAREER OBJECTIVE 

To pursue for any suitable position to utilize qualification and to enhance my technical skills and abilities.  My strengths are positive attitude, and eagerness to learn. 
	

	EDUCATIONAL QUALIFICATION

	Bachelor of Commerce   :   Mahatma Gandhi University,
                                              Abu Dhabi, U.A.E
Major Field of Study      :   Commerce with computer application

	2011-2014

	Higher secondary
      :   Abu Dhabi Indian high school
Central Board of Secondary Education (CBSE)
Abu Dhabi, U.A.E
Major Field of Study
      :
Commerce Group

	2009-2011




COMPUTER SKILLS
· MS  Office( Ms Word, Ms Excel, Ms Powerpoint ) 
· Well versed in Internet&E-Mail.
Certification 
· Tally
· First Part Completed( Certified Management Accountant) – Orient Institute Abu Dhabi

· Completed CHRR( Certified Human Resource) Course – Nadia Training Institute Abu Dhabi 
· Pursuing MBA(Master Of Business Administration)  
Abilities:-
· Self Motivator
· Dedicated and systematic

· Ability to organize

· Willingness to Learn
Work Experience:-
COMPLETED INTERNSHIP FROM NADIA (1st January to March 1st )
Duties ;- 

· Begins to develop a current knowledge of HR Laws and Regulation

·  Assist with Recruitment initiatives by posting jobs, reviewing resumes, scheduling Interviews, test management. 
·  Perform HR Generalist Duties
·  Post new positions on various websites.
·  ( 10th December 2016 to till date)
· Designation :- Business Co-ordinator

Duties ;-
· Develop and maintain information of all office

technologies.
· Participate in various meetings.
· Maintain  financial records.
· Preparation of expense reports and distributing mails.
· Preparation of documents and receiving of calls.
· Generate and support quotations to ensure all enquiries and sales orders are dealt with efficiently and effectively. 

· Dealing with clients &Suppliers

Personnel Profile
Date of Birth
:
24th September 1992
Marital Status 
:
Single
Nationality

:
Indian
Religion

:
Christian
Languages Known:
English, Hindi, Arabic
Visa Status
:
Residence Visa
Visa Valid Up to
:
27-06-2017
HOLDER OF:-                    Valid UAE Driving License
I hereby declare that the above furnished information is true to the best of my knowledge and belief. I shall be obliged if I am considered for the post.
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