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POST APPLIED FOR  BRANCH ADMINISTRATIVE ASSISTANT 
Objective 
To be an integral part of the management of an organization and to help achieve its mission through effective team work. 
Personal Details 
Full Name                     RINSHAD
Nationality 
 Indian
Date of Birth
 07/06/1991

Sex                                  Male 
Marital Status 
Single
Religion  
Muslim
 
Email
rinshad.362686@2freemail.com   
Educational Qualification 
· Secondary school from Indian Islahi Islamic School, Abu Dhabi

· Higher Secondary Commerce from  Capital Education Institute, Abu Dhabi
· Bachelor of Business Administration (B.B.A) from  Capital Education Institute, Abu     Dhabi

· Master Of Business Administration( MBA) from  Capital Education Institute, Abu  Dhabi
Computer Skills
· MS Office, Windows 98, 2007 & XP
· Course done in Manual Accounting
· Course done in Peachtree

· Typing speed of 35 wpm
Job Experience 
· 1 Year Working Experience as an Business Development Executive in Orchid International L.L.C
·  More Than 2 Years Working Experience as an Sales and Marketing Executive cum Coordinator in Chamber of commerce under Media Works Advertising Consultancy L.L.C Abu Dhabi.
· 1 Year Working Experience as an Assistant Administration in Brightway Cleaning & Gen.Maintenance.L.L.C.
· 6 Months Working Experience In Khalifa Port As A Front Desk Documentation Clerk.
Languages Spoken
·  English , Malayalam , Hindi , Urdu , Tamil,( Arabic- Basic)
I feel sure that I could give you complete satisfaction and loyal service if you

Kindly grant an opportunity in your reputed firm. 

Thanking you, 

Yours faithfully

