To,
Subject: Application & Resume For The Suitable Post.

Sir,


Having come to know from a reliable source that a post is lying vacant in your office, I offer myself as a candidate for it.


I have completed B.A. Economics Examination of Calicut University on 2001 and also completed Law Graduation Examination of Mangalore University on 2006. I am Twenty Eight Years old with good physical fitness, having a fine constitution. I possess active habits.


I would like to express my interest in the company through this letter of application as I prepare to set-up my professional career immediately.


I am able to see a potentially challenging and rewarding future with this company that could meet my aspirations as you recruit people of high caliber and make them able in their work, in an environment that encourages teamwork, loyalty and commitment to your ongoing development success.


I believe I am the right person for the job as I have the Academic background, technical expertise, professional skills & Experience in Clerical, Secretarial and Office Assistant Environment and most importantly, the right aptitude for which you are searching. In addition, I am motivated and enthusiastic, and would appreciate the opportunity to contribute your firm's success.




Thanking you.

Yours Sincerely,

JUNAID
(Enclosure - Curriculum Vitae)  
JUNAID
Junaid.59061@2freemail.com 
OBJECTIVE


TO SINCERELEY SERVE THE COMPANY FOR ITS DEVELOPMENTS BY DEVOTIONALLY CARRYING OUT THE DUTIES ENTRUSTED IF OFFERED AN APPROPRIATE CAREER.

 EDUCATIONAL QUALIFICATION

	SL NO.
	NAME OF QHUALIFYING EXAM
	INSTITUION
	BOARD/ UNIVERSITY
	YEAR OF PASSING


	  1)
	B.A. ECONOMICS
	PRIVATE STUDY
	CALICUT UNIVERSITY
	2001

	  2)
	PREE DEGREE
	PRIVATE STUDY
	CALICUT UNIVERSITY
	1998

	  3)
	S.S.L.C
	RAJAS HIGH SCHOOL,KERALA,INDIA
	BOARD OF PUBLIC EXAMINATION
	1996


PROFESSIONAL QUALIFICATION
	SL NO.
	DEGREE
	INSTITUTION
	UNIVERSITY
	YEAR OF PASSING

	        1)
	LL.B (3YEARS)
	S.D.M.LAW COLLEGE, MANGALORE.
	MANGALORE UNIVERSITY.
	2006


COMPUTER KNOWLEDGE & SKILLS

· SOFTWARE APPLICATION     :   MS.OFFICE ADVANCED FULLY

                                                             PROFICIENT IN MS WORD,
                                                             EXCEL, POWER POINT,
                                                             INTERNET ETC.,

· ACCOUNTING APPLICATION:   DAC EASY & PEACHTREE
WORK EXPERIENCE

· ACCOUNTANT CUM OFFICE ASSISTANT IN "INFRA TAX ASSOCIATES" (ADVOCATES & TAX CONSULTANTS) FROM 02.05.2005 TO 20.04.07.
· PRACTICED AS AN ADVOCATE IN VARIOUS COURTS OF LAW IN KANNUR DISTRICT IN KERALA IN INDIA FROM MAY 2007 TILL MARCH 2008.
· THREE YEARS EXPERIENCE IN DATA ENTRY (PART TIME).

OFFICE SKILLS

· CLERICAL & SECRETARIAL WORKS
· ADMIISTRATIONAL & OFFICE ASSISTANCE

· EFFECCTIVE TELEPHONIC AND PRESENTATION SKILLS

MEMBERSHIP IN REPUTED BODIES

· MEMBER OF KANNUR BAR ASSOCIATION IN KERALA IN INDIA

EXTRA CURRICULAR ACTIVITIES

· OFFICIAL REPRESENTATIVE MEMBER OF THE SPORT COMMITTEE OF KANNUR BAR ASSOCIATION IN KERALA IN INDIA
· COUNSELLING TO THE CUSTOMERS

· I PARTICIPATED IN S.D.M. LAW COLLEGE AND KANNUR BAR ASSOCIATIONS CRICKET AND FOOTBALL TEAMS.

· PLAYING CARROMS.

VISA STATUS

· VISITING

PASSPORT DETAILS
· PLACE OF ISSUE

:
KOZHIKODE


· DATE OF ISSUE

: 
01.03.2002

· DATE OF EXPIRY

:
28.02.2012

PERSONAL DETAILS

DATE OF BIRTH


:
20.08.1980

SEX




:
MALE
NATIONALITY


:
INDIAN

RELIGION



:
ISLAM

MARITAL STATUS


:
MARRIED

LANGUAGES KNOWN

:
ENGLISH, HINDI AND

                                                      
                                                                 MALAYALAM
WRITING LANGUAGE

:
ENGLISH, ARABIC, HINDI AND

                                                                 MALAYALAM

                                    DECLARATION


I HEREBY DECLARE THAT THE ABOVE DETAILS GIVEN ARE TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE AND BELIEF. 
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