Rasul.352538@2freemail.com 
 Subject: Apply for the post of Administration Office Assistant  
OBJECTIVE

To work with an organization that will utilize my management, supervisory and administrative skills for mutual growth and success.
EXPERIENCE DETAILS


 I have been over 10 years of  Dubai work experience in Emirates Trading Agency (ETA)


From 1997 to 2006 .
· Having  experience in Aluminium Cladding machine Operator From 1997 to 2000.
· Having  experience in Administration Assistant & Office Clerk  From 2000 to 2004.
· Having  experience in  Storekeeper From 2004 to  2006.
COMPANY NAME          : 
Emirates Trading Agency (ETA)
JOB ROLE
                         : Aluminium Cladding machine Operator
WORKING PERIOD       :  July  1997 -  May 2000
JOB RESPONSIBILITIES HANDLED
· Responsible for the new manufacture & recertification of used parts & products with regards to Cladding activities, working on state of the art Computerized /Cladding machines.
· Aptitude to be trained in new procedures and methods.

· Assistance in training in procedures to Trainees.

· Adhere to the quality system controls as regards to control of cladding processes.

· Safe working practices and implementing a enforcing EHS policy.

· To assist in planning for improved methods of productivity.

· Meet delivery schedules and pre-set time for operations.
· Participation in identifying and finding solutions to problems.
· Material movements within the cladding area.
JOB ROLE
                       :   Administration Assistant & Office Clerk
WORKING PERIOD    :  June  2000 - August 2004

JOB RESPONSIBILITIES HANDLED
· Maintain a Log for Filing and Personal Files Access.

· Photocopying of private and confidential documents.
· Responsible for checking the cleanliness of office.
· Call by telephone in order to deliver verbal messages.

· Keep records of material files or removed, using logbooks
·   Dealing with queries or requests from the visitors and employees. 

· Responsible for checking the office’s assets are in good condition.
·   Coordinating the maintenance and repair of office equipment. 
· Collect, seal, and stamp outgoing mail, using postage meters and envelope sealers
· Cooperating with office staff to maintain proper interaction and a friendly environment 



within the office.
ROLE                            :  Store Keeper
WORKING PERIOD  :  Septemper  2004 - August 2006
JOB RESPONSIBILITIES HANDLED
· Maintains receipts, records, and withdrawals. 
· Receives and unpacks materials and supplies. 
· Maintained store facilities to ensure smooth functioning .

· Checks materials and supplies and reports when stock is low. 
· Reports damages and discrepancies for accounting  and record-keeping purposes
· Made arrangements and placed orders for new stock and supplies whenever necessary.
· Issued supplies as per the demand of the clients and maintained records of payments.
· Generate reports on inventory, which includes information like date and time of arrival.
· Reported to store manager on a regular basis regarding the need/demand of items so that the

             future orders could be placed accordingly.
COMPANY NAME   :  Garments  Shop (Own Business)  
LOCATION                : India  (From 2007-2016)
JOB RESPONSIBILITIES HANDLED
· Protect  employee  and customers by providing a safe and clean store environment.

· Secures merchandise by  secure cover material .
·  Pricing policies by reviewing merchandising activities .
· Determining additional needed sales promotion, authorizing clearance sales, studying trends.
· Identifies current and future customer requirements .
SKILLS AND SPECIFICATIONS
· Knowledge of clerk work and administrative procedures.

· Good communication skills and professional personal presentation.

· Should be honest, respectful, and trustworthy.
· Good Relation with the office Staff & Clients
· Tackling and solving problems in effective manner.
· Willingness to follow instructions and take responsibility
SOFTWARE SKILLS
· Expert in Microsoft Office, with a focus on Word & Excel  
· Windows 7 & Windows Xp

EDUCATIONAL CREDENTIALS

· SSLC with 60% aggregate  in Masood Thaika higher Secondary school in State Board.
PERSONAL DOSSIER

Date of Birth


: 
 19-10-1970

Gender



:  
Male


Marital Status


: 
Married

Nationality


: 
Indian


Language Known

: 
Hindi, English, Malayalam &Tamil


