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For the Post of Office Secretary / Clerk
ABDUSSUBHAN
ABDUSSUBHAN.347724@2freemail.com  

BA (Eng), PG (Journalism)
Deira                                                                                
OBJECTIVE

To get exposure more challenging jobs in the field of office Administration at a well reputed organization. A pleasant, professional and proficient administrator who has a long track record of ensuring things run smoothly behind the scenes of a busy office
.
WORK  EXPERIENCE                      




MTI Higher Secondary School, Thalakkadathur,-Tirur-Kerala           From Dec 2015 - Jan 2016
Worked as an Office Administrator cum Assistant Accountant in a Higher Secondary School (MTIHSS Thalakkadathur,-Tirur-Kerala). From 2015-2016

· Welcomed students and visitors to office answered requests and addressed visitor needs.

· Maintained electronic pupil site attendance records submitting more than 200 attendance reports.

· Sorted mail and prepared correspondence.

· Managed office petty cash.

· Prepared and forwarded pupil transcripts.



Fifa Computer Café& Dtp center, Tirur-Kerala                                 June2012- June2014 

Worked as a Typist in a DTP center Internet Cafe (Fifa Computer Café& DTP Center, Tirur-Kerala)from 2012-2014
· Must able to type 30 word per minute

· Proven data entry work experience, as a Data entry operator or Office clerk

· Experience with MS Office and data programs

· Familiarity with administrative duties

· Experience using office equipment, like fax machine and scanner

· Typing speed and accuracy

· Excellent knowledge of correct spelling, grammar and punctuation

· Organization skills, with an ability to stay focused on assigned tasks

Chandrika Daily,Calicut-Kerala



                               May2014 - May 2015
Worked as a Reporter in a leading Malayalam newspaper (Chandrika Daily, Calicut-Kerala) From 2014-2015


· Reported on a wide variety of news topics.

· Attended court proceedings press conferences and public meetings.
· Keeps up-to-date on the city's pulse to find the next story

· Very proficient with all word processing programs and page maker

· Collaborates well with editorial staff

· Handle responsibilities of initial editing and reviewing content for accuracy in spelling, grammar usage, and punctuation.
Skills
Typing Skill
Fluent in English
EDUCATIONAL QUALIFICATION
	Course
	Institute
	University/Board
	Month &Year 

	 BA(English)
	Farook Collage,Kotakkal
	Calicut University
	 2010 June

	 PG Diploma in   Journalism
	Chandrika Institute, Calicut
	Press Club, Calicut
	 2015 May


 IT EXPERTISE
Operating Systems
:
Windows XP, Vista, Windows7and Windows8

Office Application
:
MS Office, PageMaker, , Internet


Typing Skill


     :
English, Arabic and Malayalam
PERSONAL DETAILS
 Date Of Birth                        :     20-June-1988
 Nationality                            :     Indian
 Marital Status                       :    Single
 Religion                                :     Muslim
 Visa Status                            :    Visiting Visa((Visa will be Expire on 2nd May 2017)

 Linguistic proficiency           :     English & Malayalam
DECLARATION
I do hereby furnish that the information given above is true to the best of my knowledge and belief.
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