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RESUME


LOVEJIN
LOVEJIN.349617@2freemail.com   
   Objective 
Looking for a placement with an organization where I can perform my skills, knowledge, and experience for a mutually benefiting career. I therefore, assure you my ability to fulfill my duties to the entire satisfaction of my superiors.

Strengths

· Self-motivated and highly ambitious.

· Ability and inclination to take on new challenges.

· Goal Oriented. 

· A keen communicator with exceptional inter personal skills.

· Pleasing personality and ability to perform under pressure.

· Dedicated and commitment towards company

WorkExperience – 7+ yrs
· Worked  with M/s NCTH 
                         Designation    :        Office Assistant                       
                         Work Period   :Jan 2014 –Nov 2016. 
· Worked with M/s Emirates Flight Catering
                         Designation    :        General Assistant
                         Work Period   :Jan 2011–Nov 2012 (11 months)
· Worked in India for 4 years in an electronics Shop (mobile & computer)
                         Designation    :        Mobile/ Computer Technician
                         Work Period   :Jan 2007– Dec 2011(4 yrs)
Job Responsibilities:

· Working in NCTH and significant responsibilities include are, answering telephones and intercoms, taking messages, greet visitors,responding to inquiries&basic information to visitors, giving directions to call center, providing secretarial and clerical support to center staff.
· Assisting Secretary for preparing general correspondence and memos.

· Making proper distribution of the letters to the concerned persons.

· Filing, Photocopying & Scanning and making log sheet in the computer.

· Ensuring the cleanliness of the office and files.
Company Profile:

M/s National Corporation for Tourism & Hotels (NCTH) is a leading Catering Company in UAE. NCT&H is dedicated to promoting Abu Dhabi travel & tourism.
SOFTWARE SKILLS:

· Operating Systems
:
DOS,Windows98,XP,Professional

· Office Packages
:
Microsoft Word, Excel, Power Point, DTP.
· Computer Hardware & Networking
ACADEMIC BACKGROUND:

· Passed 10th Class from Kerala Board of Secondary Education.
Address for Correspondence:
             Kulangara House, 

             Chedayanal, Coyalmannam Post, 

             Palakkad, Kerala, India - 678702
Languages Known:
Malayalam, English, Hindi  

DECLARATION:

I hereby declare that the above mentioned statements are true to the best of my knowledge and belief.

