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· MBA from Bharathiyar University, TN, India.
·  B.com from Calicut university, Kerala,india
· Higher Secondary Education (Plus 2) (Commerce) from Govt. of Kerala, India.

· Secondary School Leaving Certificate (SSLC) from Govt. of Kerala, India. 

· Diploma In Airport Management(1 Year)
From BSS university,Eranakulam, India(IATA &FIATA)

· Name of the Company :Berger Paints India LTD
· Topic: Market Potential Analysis of Berger Paints among Architects and engineer   

· Tally 

· Oracle(Stock Inventory Module)
· MS office(Ms word, excel &Power point)
· E-mail and  Internet Browsing

· Worked as an RECEIVING CLERK at Allied Enterprise LLC(CHALHOUB GROUP)since from March 2015 to Jan 2018
· Worked as an ADMIN ASSISTANT at Aries Interior International LLC(ARIES GROUP)since March 2014 to Sep 2014
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 The Chalhoub Group has been the leading partner for luxury across the Middle East since 1955. As an expert in retail, distribution and marketing services based in Dubai, the Group has become a major player in the beauty, fashion and gift sectors regionally.

Responsibilities( RECEIVING CLERK)
· Receive Shipment and sign  paperwork upon receipt
· Collaborate with procurement staff to list expected deliveries
· Verify packages according to order and invoices
· Contact supplier if a mistake is identified
· Establish or identify prices of goods
· Assume responsibility for returning unsatisfactory shipments or receiving replacements
· Label deliveries and allocate them to their designated place
· Maintain accurate record and assist in inventory control
· Ensure invoices are signed and paid for satisfactory deliveries
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Founded by Mr. Sohan Roy on 28th March 1998 in UAE, Aries Group was started with its flagship unit, Aries Marine, and then grown to become one of the largest multinational conglomerates in the Middle East with 45 companies operating in 15 countries across the world.
Responsibilities(  OFFICE CLERK)
· Handling Incoming calls and other communications

· Recording Information as needed

· Greeting clients and visitors as needed

· Updating paperwork, maintaining documents and word processing.

· Helping Organize and maintain office common areas

· Maintaining supply inventory.

· Maintain Office equipment as needed.

· Preparation of invoices.

· Cashier, Store room operation,  Office Operation, Accounts Assistant

I hereby declare that the above mentioned details are true to the best of my knowledge and belief.
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NAVEEN 





Email: � HYPERLINK "mailto:naveen.381869@2freemail.com" �naveen.381869@2freemail.com� 


      


Personal Information


Date of Birth: 07-06-1988


Sex: Male


Visa Status: visiting 


Nationality: Indian


Linguistic Abilities:





Language�
Speak�
Read & Write�
Understand�
�
English�
�
�
�
�
Malayalam�
�
�
�
�
Tamil�
�
�
�
�
Hindi�
�
�
�
�





















To secure a promising position to utilize my skill and abilities in accounting field that offer good opportunity for professional jobs.








EDUCATIONAL QUALIFICATION





PROJECT PROFILE(INTERNSHIP)





COMPUTER KNOWLEDGE





PROFESSIONAL EXPERIENCE





AREA OF INTERESTED FOR WORK











DECLARATION





JOB PROFILE








