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CAREER OBJECTIVE :  

To seek a challenging position where I can use my professional expertise and experience to the optimum.

WORK EXPERIENCE :

February 2006 – June 2006

AL MIZAN REAL ESTATE & AL MIZAN COMPUTERS

Profile            :
 Administrator

· Customer Relationship Management.

· Handling reception efficiently and in a coordinated manner.

· Proficient with Microsoft Word, Excel and Internet

· Filing and Data Management.

September 2004 – September 2005

AHMAD SHAIKH HASSAN ANSARI GEN. TRDG. CO., DUBAI.

Profile             : Receptionist / Secretary 

· Customer Relationship Management.

· Handling reception efficiently and in a coordinated manner.

· Proficient with Microsoft Word, Excel and Internet

· Filing and Data Management.
· Maintaining updates of the Register book for invoice details.
October 2000 – September 2002

SAFE & SECURE Fire Fighting Equipments & Maintenance Co., DUBAI.

Profile

 : Receptionist / Secretary 

· Service all incoming calls and handling complaints

· Message Handling and timely call back procedures.

· General Office management plus liaison.

· Organising Delivery Orders, Invoices and all kinds of Vouchers, Bank slips etc.

· Proficient with Microsoft Word and Excel.

· In charge of  Inventory ( Material Management)

ACADEMIC QUALIFICATION :

Bachelor of Commerce (B.Com.)

Gujarat University, Gujarat, India.

TECHNICAL QUALIFICATION :

Microsoft Word and Excel.

I hereby confirm that all the above information are correct to the best of my knowledge. References can be provided if required and sincerely thank you for the time taken in reviewing this application. 

