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OBJECTIVE
To obtain a challenging and rewarding position to reach the zenith to utilize my skills and abilities for the development of self and the organization.
Energetic, highly motivated, self disciplined with good inter and intra personnel communications skills. Have a good experience as a leader of teamwork, good at providing manpower training and prefers inter dependence in a group. 

PROFILE
· Compose and correspond involving complex and routine matters.

· Co-ordinate and participate in the work of office support.

· Gather and prepare information for routine reports.

· Initiate and maintain files and records.

WORK EXPERIENCE

Position Held


: Teacher 
Name of Institutions: 
· Aysha English School Bangalore, India. 
· Ansar English School Peumbilavu , Kerala- India. 
· Government Higher Secondary School ,Omanoor, Kerala –India .
· Government Higher Secondary School Kottapuram, kerala -India 
Position Held 


: Secretary 
· Worked as a secretary in Govt. Department, Kerala for a period of three years. 
Position Held
· Worked as a trainer –Quality Improvement Programme-with Govt. Dept.
	GULF HISTORY  


· Worked as Teacher in Al Wurood International School, Jeddah.
· At Present: Working as  Manager- Administration. Al Ain. U.A.E 
	OTHER RESPONSIBILITIES AND ACTIVITIES 


· Supervises the purchase of the firm.

· Cares for marketing the features of the firm.

· Handles the finance of the firm.

· Acts as Leader of the team work.

· Co-ordinates all activities of the firm.

· Good inter and Intra Communication in the firm.

· Actively participates in organizing arts & sports events of the firm.

· Participates in the training and recreational trips.

COMPUTER KNOWLEDGE  

· Familiar with MS- Office XP  ( Windows word, Excel & PowerPoint & Windows Outlook  ) 

· Deploma in Computer Application 

LANGUAGES KNOWN

	
	Speaking 
	Writing

	Arabic 
	Excellent
	Excellent

	English
	Excellent
	Excellent

	Urdu & Hindi
	Good 
	Good 

	Malayalam 
	Mother tongue 
	Mother tongue 

	
	
	


OTHER SKILLS

· Typing English and Arabic

· Capable for Internet Browsing  
EDUCATIONAL QUALIFICATIONS
1. Master of Arts in Political Science with Public Administration
-2000

 

2. Bachelor of Education






-1990




3. Bachelor Arts in History, Politics, Economics


-1988




4. Master of Education ( M-ed ) in Information Technology 

-2005

 


PERSONAL PROFILE

Date of Birth


: 1st June 1968
Nationality


: India

Marital Status / Sex

: Married / Male
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