[image: image1.jpg]



Resume of HABIBULLAH
Email: habibullah.355341@2freemail.com  
Abu Dhabi, UAE
Objective


To acquire a Challenging job in the Top level or middle level management where my analytical skill will optimally use for the development of the organization goal
Education

Graduated Bachelor of Computer Application (B.C.A) April 2012- April 2015
· From Madras University, Chennai, India.                                                                                                                                   
Diploma in Tourism and Travels Management: Akbar Academy of Airline Studies

· From Chennai, India

Diploma in Logistics: Magic Hive – From Chennai, India
Diploma in Arabic Typing: Galaxy Institute – Abu Dhabi, UAE

Technical Skills

Operating System
-
Windows 95/98/2000/XP

Packages

-
MS-Office and Tally
Hardware

-
Assembling & Trouble Shooting

Typing
                   
-
Arabic and English
Career Summary

Name Of the concern            :         INTERNATIONAL FORMATION & CONSTRUCTION
                                                      Abu Dhabi, UAE
Designation                          :          Accounts, Cashier and PRO Assistant
Visa Profession                     :          ARCHIVES CLERK

Visa Status                           :          Employment
Name of the concern

:
Ejas Electronics, Chennai
Designation


:
Office Administration
Duration


:
Jan 2015 to Oct 2015
Responsibilities
· Responsible for Handling Company E-mails;
· Develop and maintain contact with customer and other department;
· Handle & maintain personal files;
· Handling Company Petty Cash 
· Regular deposit & collection of cash & cheque from Banks
· Update records of the employees (e.g. labor card, working visa, contracts, Health cards and leave Records;
· Provide accurate administration of all paperwork generated at Office level.

· Find and obtain information and documents quickly.
Linguistic Ability

English, Hindi, Arabic and Tamil
Personal Details

Date of Birth

:
07.09.1993
Gender


:
Male

Nationality

:
Indian

Religion

:
Islam
Marital Status

:
Married
Declaration:

     I hereby declare that all the above given information are true to best of my knowledge.






        (HABIBULLAH)
