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 Present Address:                                                                                   
Dubai, UAE   
Mob No. – C/o 971506425478
Email Id- arjun.377038@2freemail.com 
OBJECTIVE

Seeking a healthy and progressive work environment to achieve overall excellence where I can learn new skills and utilize the same in achieving company’s goal.

EDUCATION QUALIFICATION

	Qualification
	Board of Assam (India)

	12th Passed
	AHSEC Board


SOFTWARE STUDIES 
Good knowledge of Computer MS Word, Excel, PowerPoint, Outlook and One year Diploma in Computer Hardware & Networking from NIIT .Tezpur, Assam (India)
PROFESSIONAL EXPRIANCENC
MICROMAX INFORMATICS LTD, GURGAON INDIA (OFFICE COORDINATOR)

· Maintaining files and records with effective filing systems.
· Mailing and filing correspondence, Xerox, preparing payrolls, placing orders, and answering calls. Sorts and distributes incoming mail.

AGEIS, BPO, GURGAON INDIA (CUSTOMER EXECUTIVE)

· Billing Process (Outbound )

SECURITAS UAE (CCTV OPERATOR, IBM DUBAI) 2017 to Till DATE
· Protect company’s property and staff by maintaining a safe and secure environment
· Watch alarm systems or video cameras and operate detecting/emergency equipment
· Welcome guest by greeting them in person or on the telephone and referring enquires. 

· Provide customer focused service; direct guest by maintaining employee, Department Directories and giving instructions.

· Schedule staffs and clients appointments. 

· Respond to clients inquiries, Take telephone calls and furnish with information or request.

· Maintain Security by following procedure, monitoring logbook and issuing visitor Badges.           

STRENGTHS

Excellent communication and presentation skills. Honest, Sincere and industrious, quickly learning 
HOBBIES
Internet suffering & listing music, playing outdoor games 
PERSONAL INFORMATION

Name                     : Arjun L
DOB                      : 22/11/1991
Nationality               : Indian
Marital Status         : Unmarried 
Passport No.                       :

Date of Issue.                      :    29- feb-2016

Date of expire.                    :    29-feb-2026
Language know     : English, Hindi, Nepali

Salary Expected     : Negotiable

DECLATATION
I hereby assure you that all the information given here true and complete to the best of my knowledge and belief.

Date:………………………
Place: AL Quoz                                                                                           (ARJUN)
