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	objective

	
	To develop a career that will encourage the use and development of my skills and experience and be an asset to the Organization that employs me.



	Experience

	
	June 2017 till date             Private Limousine Co.
Dubai, UAE

Limousine Driver 
· Heavily focused on customer relation
· Created and adopted travel routes not only in Dubai but the rest of UAE

· Good time management
· Communicating any problem with management in a timely and professional manner

· Requesting to customer request in a polite and cheerful manner
· Also worked for UBER and Careem

April 2009 till February 2017           RAK Bank. 
Dubai, UAE

Driving Department Head
· Liaison with the operation team and manage the schedule of CEO and other Dept Heads for meetings, appointments, branch visits, etc.

· Tracking the incoming and outgoing mails and courier  
· Submission of documents for renewal to Economic department 
· Maintaining the records of vehicles and managing all relevant documentation
November 1998 till March 2009      Al Samih Trading Co. 
Dubai, UAE

Accounts Assistant

· Customer Relation.

· Monitoring of Stock.

· Preparing Trial Balance.

· Maintaining Purchase Ledger, Sales Ledger, Debtors & Creditors Ledger, PettyCash and Stock Register

· Preparation of Invoices, Bank Reconciliation, Stock list, Inventory report

· Purchasing and Payments, Depositing Cheques and Cash in banks, etc. 

	
	1st March – 5th November 1998        Hotel Sahil
Mumbai, India

Restaurant Cashier

· Preparing of Cash and Credit bills from Restaurant, Room service, Banquet, Conferences, etc.

· Maintaining of Stock and Sales report for the Bar. 

	
	August 1995 – September, 1997         Harite & Associates    Goa, India 

Audit Assistant

· Internal Audit of Government firms, Trading Companies.

· Statutory Audit of Construction Companies, Hotels, Society Buildings.

· Revenue Audit of Banks.

· Scrutiny of Expenses, Receipts, Sales and Purchases.

· Undertook all the routine type of work necessary for firms and company Audits. 

	Education

	
	  Goa University
Goa, India

· Appeared for T.Y B.Com.



	Computer knowledge

	
	· Diploma in Computer Programming: Lotus, D’Base + III, Cobol.

· Diploma in Tally (Accounting Package)

· Microsoft Office and Internet.

	hobbies

	
	· Reading, Singing, Travelling, etc.

	

	
	· Holding valid UAE driving license


personal details

· Date of Birth 

: 14th October, 1970

· Marital Status

: Married
· Visa Status

: Residence Visa 

· Languages known
: English, Hindi & Knowledge of Arabic

	

	


· Nationality

: Indians
