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             CURRICULAM   VITAE
YASEER

Admin-Documentation-Controller, Admin-Back-Office-Operations
MOBILE NO
:  +971504973598
EMAIL ID

:   yaseer.374388@datachampion.com 
CAREER OBJECTIVE 

A challenging and rewarding position which fully utilize my acquired skill, abilities, knowledge, linguistic skills and education with organizing offering opportunities.
COMPUTER SKILLS
D.O.A Diploma in office Automation (MS-DOS 6.22, MS –All windows MS-All office. FoxPro 22.5

OTHER SKILLS
Department of Technical Education Typewriting English, Higher, Lower.

ACADEMIC QUALIFICATION

Passed government higher secondary school, Vaithiswarankoil, Tamil Nadu.

WORK EXPERIENCS
 AL AQZA CARGO &TOURISM - worked in India for one year. 
(From Sep-2002) worked as Teachers H.O.S office assistant in The Westminster School Dubai.
(From Sep-2004) worked as Headmaster office assistant in The Westminster School.
(From Nov-2005) working as Vice-principal Office assistant in the same school.

(From Dec-2012) Events Manager and Sixth Form Assistance with Coordinate section.

(2016 Our school Arabic Department and Pro Support Uniform sales cashier coordinating.
 JOB RESPONSIBILITIES 
· Preparing and scheduling of appointments, meeting with Teachers, HOD, parents and students.  
· Arranging office files and keeping school model question papers. Telephone operating and conveying the message to vice-principal.

· Preparing daily reports, weekly reports, monthly reports, principal memo and administrative office paper files.

· Keeping records of all incoming and outgoing mail, reading, summarizing, arranging classifying and distributing all the internal and external Vice-Principal’s memo, and message.

PERSONEL PROFILE

Date of Birth

:   23, March, 1982
Sex



:   Male
Nationality


:   Indian
Religion


:   Islam
Marital status

:   Married
Languages known

:    English, Arabic, Hindi, Malayalam,

Visa Details


:    Visit Visa 
I hereby declare that the information furnished above is true to the of my knowledge belief.

Date:

Place: ABU DHABI                                                                         

