Abdul                                                                                                                          Email: abdul.66873@2freemail.com 
Objective: -

Seeking a position in customer service where the years of my work experience will add value and also seek to utilize the experience gained in the industry.
Work Experience
HERTZ RENT A CAR –DUBAI MARCH 2005 – TILL TODATE
      Position:  DRIVER CUM CUSTOMER SERVICE (DUBAI INT’L AIRPORT)
DESCRIPTION OF DUTIES:

· Delivery and collection of vehicles with proper verification.

· Assisting CSR,s in the opening and  closing the rental agreement

· Coordinating with buyers in the sale of used cars.

· Pick up and transfer of customers from the airport to various hotels.

 .   

TRANSEMUZ FZE, JEBEL ALI, DUBAI APRIL 2000 – MAY 2004

         Position:  OFFICE ASSISTANT (APRIL 2000- JULY 2003)   

DESCRIPTION OF DUTIES:

· Filing & documentation.
· Dealing with customers on the telephone.

· Sending and Receiving Faxes.

TRANSEMUZ FZE, JEBEL ALI, DUBAI JULY 2003-MAY 2004
        Position: OFFICE ASSISTANT CUM DRIVER 
DESCRIPTION OF DUTIES:

· Collection and Delivery of goods & Documents.

· Customs clearance & administration work. (Jebel Ali FZE)

EVER CARE INDUSTRIES,DUBAI (APRIL 1998 – APRIL 2000
        Position:  OFFICE BOY    

DESCRIPTION OF DUTIES:

· Assisting the office staff.
· Filing and documentation.
· Sending and receiving emails.
FRENCH GULF AIRCONDITIONING, DUBAI (MAY 1996-MARCH 1998)
        Position:  REFRIGERATION & AIR CONDITION MECHANIC

DESCRIPTION OF DUTIES:

· Service & Maintenance

EDUCATIONAL QUALIFICATION
Academic:                     Bachelor of Arts from Calicut University, Kerala, India


Vocational Higher Secondary (VHSC)


Secondary school certificate (attested certificates)

Extra:                           Customer Service Excellence Certificate (April 2006) from

                                       AL FUTTAIM TRAINING CENTRE – DUBAI – UAE
Computer knowledge: Windows MS Office, Internet & Email.

ADDITIONAL SKILLS

Valid U.A.E. driver’s license
STRENGHT & SKILLS

· Excellent interpersonal skills

· Object oriented and honest

· A good listener.

LAUNGAGES KNOWN   
     English , Arabic, Hindi , Malayalam , Tamil    
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