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CURRICULUM VITAE
	Name of the Applicant
	:
	. MURALI


	
	
	

	Place of Birth
	:
	, Trichur Dist., Kerala State


	Date of birth
	:
	30th December, 1961


	Career profile Starting from present job: 30 Years working experience.

	Experience
	:
	Worked with M/s. Flake Ice & Refrigeration Systems Pvt. Ltd., Fort, Mumbai since June 2005.

	
	
	Worked with M/s. Al Hassan Group of Cos., Dubai, Abu Dhabi & Muscat.

	
	
	Worked with E. T. A. [Al Ghurair Group of Companies] P. P. D., Abu Dhabi & Dubai, U.A.E. for one hand half year [20/5/95 to 31/10/1996].

	
	
	Worked with Elgi Equipments Ltd, 401 Manish Comm. Centre, Dr. A. B. Road, Worli, Bombay 400 025 [Turnover 100 crores for 9 years since 1st April, 1985].

	
	
	Worked with Bearing Engineers Pvt. Ltd., Nariman Bhavan, 8th Flr., 227 Backbay Reclamation, Nariman Point, Bombay 21 [from 01/02/82 to 25/03/1985].

	Skills/Experience
	:
	Proficiency in:Shorthand-100 w.p.m.[Institute of Commerce, Chelakkara].Typewriting –60 w.p.m. [Board of Tech. Edn., Kerala]Computer: Proficiency in:Shorthand-100 w.p.m.[Institute of Commerce, Chelakkara].Typewriting –60 w.p.m. [Board of Tech. Edn., Kerala]Computer: Well versed with Windows – MS –WORD, EXCEL.

	
	
	Taking dictation relating to Administrative functions as well as Sales/Purchase & everything, Self correspondence, Export documentation, preparations of various statements and tables as per directions of boss, sending e-mail messages, scanning & general house keeping, interacting in between boss/staff/customers and all other secretarial job.

	Edu. Qualification
	:
	B.Com drop out 

	Objective: Make every moments better than the foregone by means of thought, word & deed. Seeking a position where my experience and skills can be efficiently utilized for the growth of the firm.  

	Languages known
	:
	English, Hindi, Tamil & Malayalam.

	Marital Status
	:
	Married – one daughter.
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