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CURRICULUM VITAE 
MOHAMMED 
Abu Dhabi, United Arab Emirates 
Email Add:  mohammed.370606@2freemail.com 
  

CAREER OBJECTIVES:
TO attain a challenging position in organization where I could utilize my skills, attitudes and knowledge to make a positive contribution and help the organization to grow in every possible ways to accept jobs that provide challenging opportunities for career growth.
EMPLOYMENT HISTORY:

Company Name             :             Roboa Al Shamal Printing Services
                                                     Abu Dhabi, UAE

Position Title 
             :             Archives Clerk
Date Joined   

: 
10/2014 to Ongoing  
Work Description:
· All type of MOI apps 

· Emirates ID system
· Fawri System

· Online Trade License System ( Renewal )
· Tawtheeq (new/ renewal)
· Tourist visas 
· Dubai online medical appointment
· EDNRD system (Dubai)
· To manage and organize overall papers and files.
· Communicate through emails with clients.
· Follow up in MOI, ADM if any issue.
· To type down necessary papers for the office.
· To respond all the calls very sincerely and respectfully.
· To respond any basic query of visitors.
· To be capable of managing complex and multifaceted tasks.
· Handles employee records/files 
· Provide Excellent Customer Service 

· Solve Queries
· Solve Complaint Issues
INTERPERSONAL SKILLS:

· Well organized
· Fast learner
· Ability to multi-task
· Honest, determined, loyal and hardworking

· Well-motivated and very responsible 
ADDITIONAL SKILLS:

· MS Office 2010 (Word ,Excel, Power point Outlook)
· Very good correspondence and typing skills
· Adobe Photoshop 
· Internet Surfing 
· Software Installation 
· Emailing & Downloading
· Window Installation 
PERSONAL PARTICULARS:
Date of birth 
:  26-07-1994





Gender
             :  Male
Nationality
:  India 
Religion 
: Muslim 

Marital status 
: Single
Visa Status        : Employment visa
EDUCATIONAL BACKGROUND: 

2008

 SSC (10th STD) St. Paul’s high school, Mumbai (INDIA)
2010                   HSC (12th STD) SN college of arts & commerce, Mumbai (INDIA)

LANGUAGES SPOKEN:

· Hindi (Fluent)
· English (Fluent)
· Arabic (Good)
 DECLARATION:                     

I hereby certify that the above information is true and correct to the best of my knowledge and belief.

      Thank You,

Very sincerely
            MOHAMMED 
