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Mememeeeee    e  me  Melvin.353302@2freemail.com
MELVIN   
Profile
Enjoy working as a team member as well as independentely. Self –motivated, hard-working individual. Works efficiently under pressure.


Also Having Valid UAE Driving License.
Experience
ADMINISTRATION CUM MARKETTING

            2015 - 2016




Daw Al Qamar Elcetro Mech Contr. Ajman, UAE P.O BOX:4272



Manager – Marketting, Accounts and Office Administation – Pay roll , Recruiting, Staff management etc.

ADMINISTRATIVE SUPPORT

2010 – 2015




Raihan Electric, Abu Dhabi, UAE, P.O Box : 111694.

Administrative Assistant -  Documenting, photocopying, faxing, mailing, filing system, scheduling of meetings, purchse office equipments, phones and office keys.


ADMINISTRATION

2007 – 2010    




Medivin Pharma, Trivandrum, Kerala, India.
Manager – Purchase order Issuing,  Stock Maintenance, Letter’s Drafting & Issuing,  Banking, Accounts verification  ( Day Book, Petty Cash, Purchase, Sales & Bank), Sales Coordination, Payroll, Recruitment, Customer Care, Staff Management  etc.

BACK OFFICE OPERATIONS

   
2003 – 2006



E-serve International, Chennai, Tamil Nadu, India.



Team Leader – Mortgage Loan processing, Documents Verification, Files Recall.



BRANCH OPERATIONS.


2001- 2003
Arma Clinical Services & Hospitals Pvt Ltd., Chennai, Tamil Nadu, India.

Assistant Manager – Customer Care, Patty Cash, Staff management, Billing, Report typing & phone calls Supporting, Indent Issuing.

ADMINISTRATIVE SUPPORT.

1999 – 2000   



Padmini Nursing Home, Chennai, Tamil Nadu, India.
Computer Operator Cum Cashier – Billing (I.P & O.P), Cashier, Report Typing, Receive   phone calls.

Languages
English (Fluent) , Malayalam (fluent), Tamil (fluent), Hindi ( working knowledge).

Computer Skills
 Ms-Office  ( High proficient), Tally ERP 9 ( Proficient), Visual Basic (Proficient), MS-Access & FoxPro (Proficient), Internet ( High Proficient) 

Education


1998            


      St.Judes College, K.K. Dist, Tamil Nadu, India


B.Sc – (Mathematics)


2009      



NIIT Academy, Trivandrum, Kerala, India


Accounting with Tally.ERP.9 – 3months


1999



Aptech International, Chennai, Tamil Nadu, India


Diploma in Information Management System – 2 Years


1997


Premier Academy of Computer Education, Kerala, India.



Diploma in Computer Applications – 1 year

Personal Details


Sex


: Male


Marital Status

: Married


Nationality

: Indian.


Hobbies

: Reading, Music.

Passport Details

     
I hereby declare that the details furnished above are true to the best of my knowledge.

Yours Sincerely
�








