To HR Manager
I would like to take an opportunity to submit my curriculum vitea for any Suitable post your esteemed organization. Here I am enclosing my resume, describing all my theoretical and practical capabilities, which would be an asset to your organization.

I possess a cheerful and positive attitude, well-evolved interpersonal skills and a genuine belief in delivering exceptional qualify service first time, every time. I enjoy the challenge of autonomous responsibilities. 

Further to improve the business of your organization, I trust my qualifications and experience will meet your requirement, and I look forward for an opportunity to work with you.

Thanking you in anticipation 

Yours Sincerely,

Curriculum Vitae
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.Nizamudheen
Nizamudheen.351712@2freemail.com

It is hereby learnt be me that a challenging and great opportunity from your prestigious and esteemed organization is looking for a suitable candidate to serve your organization.  So I present myself to you be kind enough to give an opportunity to serve your organization in the capacity mentioned in my curriculum vitae.  I can prove myself as a valuable asset to your company in all aspects.


· Achieving targets of the concern, Customer Follow Up. 

· Ability in Documentation, Contracts & Other Filing Stuffs. 

· Ability to apply good judgment in resolving day-to-day issues related to projects under management. 

· Good ability to in Decision making & creativity thinking. 

· Strong ability to collect data, develop recommendations and facilitate decision-making for leadership. 

· Great ebility to solving problem and making customers

· Computer and Manual Typing
· Hard working creative, dedicated, well-organized and positive attitude.

· Ability to work in multi-cultural environment

· Very dynamic, hardworking and possess to work under pressure

· Played in good role in customer care and their problem solving

· Strong ability to work under tight time constraints. 

· Possess advanced organizational and interpersonal skills, both oral and written. 
· Ability to done all HR & PRO Related works and common administration works.
Sales Coordinator at ROYAL COUNTY GENERAL TRADING LLC (March 2009 to October 2012
Sales supervisor At PALM SPRING PURE WATER BOTTLING LLC (Under fathima group of companies)   1 December 2012 to December 2016
· Manage the day-to-day cash dealing & made appropriate petty cash statement.
· Maintained proper path in general accounting of the concern. 

· Good experience in the company accounting software.
· Proper coordination & consistency in collecting Bills receivable.
· Maintained a good system in Administration - staffs visa, Municipality and Rta Permissions, salary, company maintenance work, looking after the company’s assets and good help & coordination to the Manger for the office administration. 

· Done all common admin works needed for the concern like purchase of stationary.
· Done the documentation of the concern in perfect manner. Laison With Supplier.
· Looking of sales team performance and achieving targets of the concern, Customer Follow Up. 

· Maintaining of customer Relationship.
· Promptly handling customer complaints.  

· Completing all sales paper works.  

· Launching incentive programs to generate and increase sales. 

· Field training new sales representative.  

· Maintaining accurate records of customer contracts. 

· Assist to account executives in the preparation of proposals and presentation. 

· Addressing individual and group training needs.

· Good experience in getting new customers and customer follow-ups.
· Presiding over weekly staff meetings 

· Higher Secondary 


      (From Board of Public Examination, Kerala, India)
· Secondary School Leaving Certificate
(From Board of Higher Secondary Examination, Kerala, India)


· Diploma in computer Application -Ms Word, Excel and PowerPoint
· Diploma in computerized accounting software (Tally )
· Diploma in architectural CAAD
· Foundation in 3d modeling & Animation ( 3 ds Max ) 


 NAME
:
Nizamudheen

Father's Name
:
K.M. Thajudheen

Sex
:
Male


Marital Status
:
Married 

Nationality
:
Indian 


                                    License                        :          Valid UAE License


Languages Known
:   English, Malayalam, and Hindi 
DECLARATION: Above details are Trueand& correct according to best of my knowledge.
Place :  Dubai 
References can be furnished upon request. 
K.T.NiZAMUDHEEN  
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