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                      SHUHAIB 

E-mail: shuhaib.373712@2freemail.com 

ARABIC ENGLISH TYPIST


1. Friendly outgoing personality with excellent communication skills.

2. Take pride in quality hardworking.

3. Excellent work experience in computer environment like MS Application (Word, Excel & Access) & Internet. 

4. Open mind in regard to discussion for improving the quality of work.

	Working Experience


	Total Gulf experience 5 year


	

	Firm
	
	· AL MANAKH MANAGEMENT CUNSULTENCY (SHARJAH) 

· SALAH AL NOOBI TYPING & PHOTOCOPYING (DUBAI)



	Period
	
	 2012May to Present 



	Position

Job    

    Description:
	
	Arabic & English Typist

· Public relation works i.e. Labour Related all TASHEEL Transaction & Immigration works which related to the Visa application & renewal, Labour Card & Agreement.

· Emirates I D typing. , DHA Medical. DUBAI Municipality Health card.
· Arabic & English Typing. Letters, Quotations & Forms

· Faxing, Photocopying & Internet & E-mail Browsing.

· Receive and process incoming and outgoing mail.
· File correspondence and other records.
· Screen telephone and personal callers.


	
	
	

	Language Skills


	English
	Speak
	Read & Write

	Arabic
	Speak
	Read & Write

	Hindi
	Speak
	Read & Write

	Malayalam

Tamil 
	Speak

Speak 
	Read & Write

----------


	Academic Qualifications


	
	· Diploma in Computerized Accounting. (G.TEC. Kannur Kerala, India)

· Higher Secondary Education. (Kannur,kerala India)
· S.S.L.C 



	Technical Qualifications


	
	· MS word, Excel, Access, Power point & Internet.

· Certificate in Accounting (Tally,Peatchtree,Quick Books)




	Driving License


	
	· Valid OMAN Driving License Issued on 28/11/2016


	Personal Details


	Nationality
	:
	Indian

	Date of Birth
	:
	08/06/1990 

	Marital Status
	:
	Single

	Religion
	:
	Islam

	Visa Status
	:
	RESIDENCE 

	
	
	

	
	
	


Objective: A responsible challenging and career enhancing position for personal growth towards the fulfillment of an advance career on life; to enhance future opportunity which will foster personal satisfaction and to have confident position in which the company will have to offer better opportunity for self advancement
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