                                    Curriculum Vitae of 
                Abdul
                                                                 E mail:  abdul.65184@2freemail.com 
Objective
Seeks a challenging and competitive position in Marketing, Admin, Business Development and Law in a competitive environment to build personal credibility and to transform ideas and knowledge into action

to achieve goal and target. 
Skills
Personnel Supervision       Budget Assisting     Labor Coordination         
Inventory Tracking     Expense Control          Employee Training       Facility Coordination
· Providing maximum office support to promote and develop business

· Supervising the maintenance of office records 

· Organizing leave chart ( Rotational and flatten) of  labor and other staffs

· Preparing calendar of business events 

· Preparation of memos, different kind of  letters, invoice

· Preparing necessary documentation for export & import

· Deploying schedules of  admin staff and labor to achieve  maximum result 

· Providing  necessary office and HR Support to different sections of company

· Arranging medical and insurance for staff and labor 

· Petty cash management

· Customer Relationships Service

· Time keeping and punctuality
Work Experience

          Lawyer                         (10 years)

          Various Courts under the jurisdiction of   Supreme Court of India   

          Administrator              (5 years)

         (Geo College, Thiruvanathapuram, India)
          Member (5 years) to the local self government body, Under the Government of India
Educational Background
       Master of Arts (Economics)
       (University of Kerala, India)
       Bachelor of Law 
       (Bangalore University, India)
       Bachelor of Arts (Economics)
       (University of Kerala, India)
Computer Awareness
Microsoft Office (Word, Excel, Front Page and Power Point)                                                   
Internet & Email  
Language Awareness
English                                -- can be perform in speak, read, write and listen (Excellent)
Arabic                                 -- Read and write 
Hindi                                   -- can be perform in speak, read, write and listen 
Tamil                                   -- can be perform in speak and listen
Malayalam                          -- Mother tongue
Personal Details                                                                                                           
Date of Birth
:
14th May, 1968
Nationality
:
Indian
Marital status
:
Married
Visa Status                                                  :    Visit
Passport Details                                                                                                          
Place of Issue                                                 :   Trivandrum
Date of Issue                                                  :    29/04/2004
Date of Expiry                                                :   23/04/2014                                      
Declaration  
I hereby declare that above-mentioned details are true and correct in my best belief and knowledge.
Thank you
Abdul
