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Antonio 
Email: Antonio.71376@2freemail.com 
Objective

To associate myself with an environment that provides me with a progressive and challenging career, which helps me to creatively enhance and apply my talents for mutual benefit of the organization and self.
Personal Strengths

· Self motivated with exposure to administration and customer service.

· Meticulous and detail conscious.
· Reliable of being entrusted with sensitive information.
· Create and present professional image of an organization and its services.
· Understand new ideas and technical concepts quickly, converting these into meaningful results.
Experience

Integrascreen FZ. LLC – Dubai  






Apr 2006 till Date
DVP Associate (Degree Verification Program)
· Receiving Applications, Data Entry, Validation
· Uploading the data on to the main Server. 
· Quality Control of applications. 
· Handling of insufficient data cases by coordinating with the concerned applicants/pro or HR personnel’s. 
· Attending to queries via phone & Email.
Technical Business Management Services - Dubai 


     May 2005-Mar 2006

Coordinator

· Coordinating with clients/office tenants. 
· Organizing & Supervising contactors & sub contactors work schedule
· Maintaining work progress log on a day-to-day basis

· Reporting to the Admin Manager.

Otis Elevators - Dubai 







Feb 1998-Oct 2005
Mechanical Technician
· Attending to customer complaints/lift breakdowns
· Rectifying the same at the earliest

· Modernization, Safety inspections of lifts
Gulf Import & Export - Dubai 





      Feb 1994-Jul 1996
Electrician

· Worked as a Electrician cum Plant Operator
· Modernization of control panels from semi computerized to fully computerized operation
Professional Skills

· Knowledgeable and result-oriented professional with exceptional verbal and written                communication skills.

· Excellent administrative skills.

· Excellent time management skills and ability to prioritize work.
· Positive team player who can be relied upon and has the ability to motivate team members.
· Ability to work autonomously and as part of a team 

Educational/Professional Qualification

· Diploma in Electrical Engineering, Drawing & Workshop Calculation–I.T.I. (Govt. of India)
· S.S.C.E. – Goa Board
· Diploma in Computer Applications
· Diploma in Typewriting 

Computer Skills & Hands on experience

MS Office, Windows, Internet & E-mail, Basic Knowledge of a Desktop Technician
Languages

Fluent English / Hindi / Konkani / Marathi

Hobbies & Interests
Reading, solving crosswords & puzzles and sports activity
Personal Details

Date of Birth

: 
October 2, 1964
Nationality

: 
Indian

Marital Status
: 
Married
Visa Status

:
Employment (Transferable)






