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MUHAMMED 
Personal Data

Nationality
: Indian
Gender              : Male
Visa Status        : Tourist Visa
Visa Validity     :03/08/2016
Date of Birth
: 26/06/1988
Birthplace
:  Kerala, India

	To 

The Human Resource Manager 

           Cover Letter For Applying Data Entry Clerk
Dear Sir, 

Foreseeing the growth and learning opportunities and the advantages in getting associated with a growing organization, I would like to tender my application in your well esteemed organization.  
I am a qualified Graduate in Commerce (B.Com), with almost 3 years GCC working experience in Administration and Accounting.

I am a strong candidate for this job because I have 2 years of experience in data entry. During my previous job with, I was responsible for data entry of material from source documents to a computer-connected terminal. I am highly skilled in operating an alphabetical and numerical keypunch machine, verifying data and performing clerical tasks in the data processing function. I also have a demonstrated ability to examine, revise, approve and dispatch input and output materials in accordance with established specifications.

Moreover, I have good communication skills in English and my typing speed is 45 words per minute. I have an advanced knowledge of browsing, web surfing, MS Excel and Word. My enclosed resume contains more details about my qualifications and data-entry skills
Please feel free to contact me at the Email address, or phone number. I am looking forward to your reply. 



	
	Technical Qualifications

2009                      Hardware & Wi-Fi Networking 
                              IGI, GROUP OF INTITUTION
                              Kerala, India
Experience


Administration & Admin clerk on 
(Admin Exp: 2 years 5 Months)
Marketing Officer on Pulse Diagnostics & Surgical
(Sales & Marketing Exp: 3 years)
Customer Service Executive on DTDC Courier & Cargo Pvt Ltd
(Exp: 2 years)
Practical training on Software Technical Solution, & Polaris Pc World 
(Servicing Exp: 6 Months)
Duties & Responsibilities:
· Handle records, wages, stock etc to ensure the smooth operations of the admin department.
· Prepare daily sales reports and forward the same to the concerned person.

· Add to stock of all new arrival items to the store on daily basis.

· Prepare internal department reports.

· Printing and distributing e-mails to the concerned department and replying to e-mails.
· The timesheet, with the details of overtime, sick leave, absentees, vacation leave are prepared on a monthly basis and forward to the Central Finance for payment.
· Forward HR related forms and applications from the staff to the concerned department.

· Maintain staff health cards and inform HR about expires and renewals.

· Provide daily/weekly/monthly reports to concerned Department.

· Clear Goods Receiving Note (GRN) on a daily basis.
· Receive the goods in the absence of receiver.
· Approaching customers with GTS (Greet, Thanks and Smile)
· Response to the customers queries with positive and active manner.

· To do department daily order sheet, branch transfer in/out, wastage, inter departmental transfer, local purchase order and provide support services to the Administrator.

· Do Daily safe check and make sure the accuracy.
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	Educational Qualifications

Educational Qualifications
2012                  Bachelor Degree - CMJ University of Meghalaya  

                             (B.com)
2009                  Bachelor Degree – Kerala University 

                           Alappuzha (B.A Economics)
2006
               HIGHER SECONDARY – Board of Kerala
                             Lajanathul Muhammadiya Higher Secondary School,
                             Kerala, India 
2004                   SSLC – Board of Kerala
                            GOVERNMENT HIGHER SECONDARY SCHOOL, 
                            Leo XIII H.S.S, Kerala, INDIA
Computer Knowledge
· Knowledge in SAP (System Analysis and Program Development) at retail level.
· Having good knowledge on Pc & Laptop Servicing , Installation, Software
· Tally – Accounting Package.

· MS-Word, MS-Excel, Internet & E-mail
Languages Known

English, Hindi, Malayalam & Tamil
Interests

Latest Electronic Gadgets
In Cultural Activities
In Article collection & Travelling
In Sports Activities
Declaration

I hereby declare that all the above information provided is true to the best of my knowledge and beliefs. I also assure complete dedication & hard work towards the organization if provided an opportunity.
Thanking you,
Yours truly
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