Resume

Fakaruddin
Fakaruddin.312133@2freemail.com  

Objective:

To acquire growth oriented positions that will help build a purposeful career with an organization and contribute towards fulfillment of organizational goals, while consistently enriching both organization and me
Work Experience-

· Working as an Office boy in Pentagon Events & Activation Pvt. Ltd. last from 1.6 years.

· Disseminating information through telephone, websites, mail services, and e-mail.

· Organizing and maintaining electronic and paper files.

· Answering telephone, direct, screen calls, taking and relaying messages.

· Maintaining and devising office systems, including filing, data management etc.

· Providing information to callers, greeting persons entering organization and directing individuals to correct destination.

· Monitoring the use of equipment and supplies within the office.

· Dealing with queries or requests from the visitors and employees.

· Coordinating the maintenance and repair of office equipment.

· Assisting other administrative staff in wide range of office duties.

· Collecting and distributing couriers or parcels among employees and opening and sorting emails.

· Delivering facsimiles and transmitting them, and performing any related internet search tasks.

· Creating travel vouchers, performing word processing, basic bookkeeping, and filing.

· Training new employee regarding the office clerical duties, when needed.

· Cooperating with office staff to maintain proper interaction and a friendly environment within the office.
· To close office on daily basis.
· Office boy in Midas modeling Group worked for two years.

· To deal with basic administrative duties. 
· To answer incoming calls, routing them to the proper individual and taking messages when appropriate.
· To organize and maintain records
· To make photocopies of reports and correspondence.

· To coordinate the maintenance and repair of office equipment.

· Worked in Courier DTC for 9 months.

· Worked in BCC Advertising Pvt. Ltd. for two years as an Office Boy

· Answering telephone, direct, screen calls, taking and relaying messages.

· Maintaining and devising office systems, including filing, data management etc.

· Providing information to callers, greeting persons entering organization and directing individuals to correct destination.

· Monitoring the use of equipment and supplies within the office
· Coordinating the maintenance and repair of office equipment.

· Assisting other administrative staff in wide range of office duties.
Skills & Specifications-

· Knowledge of clerical and administrative procedures.

· Good communication skills and professional personal presentation.

· Should be honest, respectful, and trustworthy.

Computer knowledge-

· Basic computer operating such as- Word, Excel, Notepad, Netsurfing etc.

Education Qualification-

· HSC Rizvi College from Mumbai board in Year 2010
· SSC Poodar School from Mumbai board in Year 2008

Personal Information-

Date of Birth

:
04/04/1991

Nationality 

:
Indian
Gender


: 
Male

Marital Status

:
Married

Language known
:
Hindi, English, Marathi

I bring with myself-
· Excellent interpersonal skills.
· Ability to assume responsibility with great enthusiasm.
· Ability to work in team environment.
DECLARATION

           I do hereby declare that all the above said details are true and correct to the best of my knowledge.







         

