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Harun
E-mail: harun.383115@2freemail.com 
Deira - Dubai, UAE
PROFESSIONAL CAREER SUMMARY:-
I am a successful SALE/ COMPUTER OPERATOR with more than 4 years experiences, To work in a prestigious company and become a good employee, that will allow me to impart my knowledge, capabilities & experiences, that will greatly contribute to the growth, development, success of the company as well I can utilize my skill, knowledge of experience.
A team player with a strong oral & written communication skills, honest, self-motivated & enthusiastic, confident, flexible result oriented attitude, a quick learner & have a pleasant personality

ACADEMIC QUALIFICATION
	Certificates
	Institute
	Since

	· 10th Class
	RAJASTHAN BOARD
	2008

	· 12th 
	RAJASTHAN BOARD
	2010

	· BBA (MANAGEMENT)
	RAJASTHAN UNIVERSITY
	2014


COMPUTER SKILLS

· MS Office 
/ 
Ms- Excel, Ms Word, PowerPoint

· Type and make companies professional letters, Invoice etc…

· Web Browsing, Online Booking, Emailing, Online Order Checking 

· Photocopy

· Computer Operating 

· Internet Browsing  

WORK EXPERIENCE

· 2 years Worked experience as SALES
Hotel Roop Vilas (4Strar), Rajasthan India 
2014 – 2016 

· 2 years Worked experience as COMPUTER OPERATOR 
Depika Travels, Rajasthan India 
2016 – 2018
Key Roles & Responsibilities: 
· Manage the all document in the office 
· Cash & account handling

· Distribute incoming and outgoing mail. 

· Organize, store and print company documents as needed.
· Honest, hard working and with pleasing personality.
· Typing all type of application and letters
· Keeping records of customer interactions, complaints, inquiries and comments as well as actions taken
· Organize and promote large volume special sales events 
· Controlled inventory, margin and operating cost.
· Hired and trained new employees, ongoing training of employees the point of promotion; managing their own stores.

· Assist customers with making sales decisions by providing correct product information

· Maintain good customer relationship with frequent customers by calling them by their 
· Names noting their queries and likes

· Building team work with colleagues to provide maximum support with customers. 

· Cross selling and up selling so as to increase company’s sales and profit. 

· Welcome customers with a smile as they enter into premises

· Provide information regarding each product and any discount offers associated with it

· Make sure that work area and aisles are clean and shelves are dusted properly

· Reserve products for online orders

· Arrange products on shelves in a tidy manner

· Pick and pack orders for shipping purposes
· Order out of stock items in a timely manner
PERSONAL DETAILS

Nationality

:
Indian 
Date of birth

:
15th Dec 1988
Religion


:
Islam
Gender 


:
Male
Marital status

:
Married 
LANGUAGE KNOWN
	Language
	Reading
	Writing

	English
	Very Fluent
	Very Fluent 

	Hindi
	Very Fluent
	Very Fluent


DECLARATION
I HARUN certify that all the above information stated above is correct with the best of my knowledge and ability. I assure you that if given a chance under your kind control to serve with you organization I will possess honestly and dedication towards my work.
REFERENCE 
Reference will provide on demand 

Thank you for your consideration

Sincerely,

Harun
