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	 JOSEPH                                             
joseph.376547@2freemail.com .
C/o- +971502360357
                                                                                    

	

	Personal Profile: 
 Personal Data:

Age

:27 Yrs

Date of Birth
: 25/03/1990.

Sex

: Female

Marital Status
: Married
Nationality
: Indian

Visa Type         :Husband Visa

                        (Abudhabi)
 Languages Known:

· English, Malayalam, Hindi
(Read, Write and Speak)

· Tamil (Speak)

· Arabic(Speak)

  CAREER OBJECTIVE
    Dedicated and Focused Administrative Assistant who excels at prioritizing,completing multiple tasks simultaneously,and following through to archive project goals.Answers a high volume of incoming calls While handling in person inqurities from clients and colleagues Flexibille and hard working with strong drive to succeed
PROFESSIONAL EXPERIENCE
· Worked as a Graphics Designer ,Personal Secretay in Furzan AL-Zafran   Global projects LLC in Oman 
· Worked as a Receptionist in impulse Group  Trivandrum from 20-9-2012 to 07-02-2013

· Worked as administrator  in my dream marketing firm in 15-02-2013 to 06-07-2013

RESPONSIBILITIES
· Oversee Receptonist area including greeting visitors and Responding to telephone and in-person requests for information.

· Collect and deliver mail and packages

· Order offce supplies for staff
· Keep the files in proper manner
PROFESSIONAL QUALIFICATION                                                                                            
Qualification                       : B E Computer Science and Engineering in April 2012

Computer Knowledge           : Microsoft office

                                         Power Point

                                         Microsoft Excel

                                         Adobe Photoshope

PERSONAL STRENGTHS
· Patience and Loyalty among top qualities. 

· Not hesitant to take Responsibility, Good at making quick decisions & not  overwhelmed by the size of any given task..

· Fast learner, Quick thinker, Exercises good work ethics & Optimistic by Nature. 

· Self Confident, Curious to learn new things.



	 Personal  Interests: 

· Travel 

· Reading

· Working in a team

.

	Declaration:

I consider myself familiar with Computer Science & Engineering aspects. I am also confident of my ability to work in a team.

  I  hereby declare that the information provided is true to the best of my knowledge.

Place:                                                                                  joseph
Date: 
                                                                                       











