Contact Information
DUBAI
Mobile: Whatsapp +971504753686 / +919979971283
Arshad.368636@2freemail.com 
Skills
PERSONAL INFO Personal info
Date of birth:  29/01/1993
Marital status: Single
Visa status: visit visa
Religion: Muslim
Nationality :India

ARSHAD
Clerk Typist
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OBJECTIVE
To work as a clerk typist for a business organization where my computer and typing skills along with knowledge of general office duties can be used to the maximum.
SUMMARY OF SKILLS
· Familiar with Word, Excel and database applications 
· Good command over written and spoken English, vocabulary, spelling, numerical calculations and punctuation 
· Ability to understand and execute oral and written instructions 
· Skilled in maintaining complex records and reports 
· Excellent organizational and time-management skill 
· Ability to prioritize job according to importance 
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Experience
OFFICE CLERK
SAFIYA TRAVELS ,TIRUR
Duties:
· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints. 
· Answer telephones, direct calls and take messages. 
· Compile, copy, sort, and file records of office activities, business transactions, and other activities. 
· Compute, record, and proofread data and other information, such as records or reports. 
· Review files, records, and other documents to obtain information to respond to requests. 
· Deliver messages and run errands. 
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Achievements
· Gained knowledge for emirates id typing. 
· Gained knowledge for medical typing. 
· Got little knowledge about all government activities in uae 
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Education
· DIPLOMA IN ELECTRONICS 
2015 
From SSM POLYTECHNIC TIRUR 
· AUTOMOBILE ELECTRONICS 
2011 
From AUTOELECTRONICA ,KERALA 
· HIGHER SECONDARY: Science 2010 
From MMHSS KUTTAYI 
· SSLC: 2008 
From AHMHS VETTOM 
I hereby declare that the above information are true and correct to the best of my knowledge.
Arshad
