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CAREER FOCUS

Committed and motivated Administrative Assistant with exceptional 

Customer-relation and decision-making skills. Strong work ethic, 

Professional demeanor and great initiative.

OBJECTIVES

Seeking an organization that would utilize my skills as well as to achieve continues experience in working within a team-spirit environment, and giving me the opportunity to contribute and enhance my professional skills and personal values.
PROFESSIONAL EXPERIENCE
	Reda darwish building materils trd l.l.c   rak  U.A.E

Role : sales executive 
Tasks:

· Back office operations

· Team leader

· Data entry

· Office report keeping

· Customer service

Experience : 24 June 2009  -     20 september 2014
Bosco trading co . L.L.C
R.A.K, U.A.E

Role :  sales executive
Tasks:

· Daily follow ups
· Customs clearance

· Customer service

Experience : 20 January 2015 – 25 february 2017



PERSONAL DETAILS
	Sex / Religion


	Male / Muslim

	Age
	27

	Nationality
	Pakistan 

	Father’s name
	Abdul Rehman 

	
	

	
	

	
	

	Visa Status
	Tourist visa

	MARITAL STATUS
	Single


PERSONAL SKILLS

· Comprehensive problem solving abilities

· Excellent verbal and written communication skills

· Good interpersonal skills

· Willingness to learn and team player
EDUCATION SKILL
	Year
	Course Taken
	Board / University

	1998
	Secondary
	Comprehensive high school Rawalpindi Pakistan. 

	2003
	High 
	Comprehensive high school Rawalpindi Pakistan.

	2008
	Metric 
	Comprehensive high school Rawalpindi Pakistan.


AREAS OF INTERESTS
	· Ware housing

· Front office operations

· Back office operations

· Customer Service

· Team leader

· Task leader

· Sales



LANGUAGE PROFICIENCY
	Language
	Speak
	Read
	Write

	English
	Yes
	Yes
	Yes

	Hindi
	Yes
	Yes
	Yes

	Urdu
	Yes
	yes
	Yes

	Arabic
	Yes
	Yes
	Yes


COMPUTER SKILLS

	Operating Systems
	Basic, Advanced MS DOS & Mac, Photoshop & SAP

	
	                   Good Internet & Email Knowledge


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

Curriculum Vitae of MOIN UR REHMAN
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