HABEEBULLA
Email   : habeebullaa.380370@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
Total Gulf Experience: 10 Years 
CAREER OBJECTIVE

Seeking a position as Sales and Office Assistant positions and to work in a growth oriented organization to employ the knowledge and skills acquired in my education & experience. 
 PERSONAL QUALIFICATION:
· 10+ years of experience in Gulf countries as Office Assistant, messenger & Store Keeper.

· Have good communication skills in English, Hindi & Arabic.

· Have basic computer skills.

· Hardworking, result – oriented, resourceful and goal – oriented. 

· Good communication and interpersonal skills 

· Ability to work under pressure 

· Ability to resolve conflict and to develop a good working relationship with others 

· Adaptable and flexible to the organizational needs 

 GULF EXPERIENCE:
Office Assistant & Messenger
Al Bayan & Al Rayan Travels, DUBAI 

Period: 2014 to 2016

Office Assistant
IMANCO, RIYADH, SAUDI ARABIA 

Period: 2010 to 2013
Job Profile:
· Monitoring of all visitors to the office; assistance to visitors by providing directions and accurate information.

· Operate photocopying and duplicating machines, binding, and filing.

· Maintenance of recording information in the system, solution of minor technical problems and reporting service providers for regular maintenance and repair.
· Act as a back-up for the Receptionist during lunch hours and as needed by answering to the phone and taking care of visitors.

· Maintaining a register of incoming visitors 
· Support Administration Section as a messenger by assisting with the mail deliveries, both incoming and outgoing

· Answer phones and transfer to the appropriate staff member

· Greet public and clients and direct them to the correct staff member

· Coordinate messenger and courier service

· Receive, sort and distribute incoming courier documents

· Fax, scan and copy documents

· maintain office filing and storage systems

· Monitor and maintain office supplies

· Ensure office equipment is properly maintained and serviced

· Perform work related errands as requested such as going to the post office, DEWA, Etisalat and bank

· Keep office area clean and tidy.
· Cheque collection, deposit & bank visits 

· Order office supplies & monitor inventory
Store Keeper
ALHANA , RIYADH, SAUDI ARABIA 

Period: 2007 to 2010

Store Assistant
Al Jazeera LLC, RIYADH, SAUDI ARABIA 
Period: 2005 to 2007 
Job Profile:
· Store and release supplies or equipments
· Maintain the records of the supplies. 
· Follow up order with buyer and vendors for deliveries of materials
· Checking the supplies from delivery to returning.
· Record the number and the kinds of supplies.
· Visual Inspection & Quantity check with department personnel
· Checking possible damages or scratches
· Weekly procurement delivery reports & Store material status

 EDUCATION&CREDENTIALS:
Intermediate (Higher Secondary), Tamil Nadu Educational Board, India
                                               PERSONAL PROFILE
Date of Birth

: 15.05.1975 

Marital Status

: Married 

Nationality

: Indian 

Languages known
: English, Arabic, Hindi, Tamil, Malayalam 

Visa


: Visit
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