Curriculum Vitae

Shihabudheen
Shihabudheen.82336@2freemail.com   
Objective:

To join in a growth oriented organization providing better opportunities for learning and progress by utilizing my skills and abilities for the ultimate benefit of the organization.

Strengths

Optimistic, Positive Thinking and Hard Working

Excellent interpersonal skills within and outside the organization.

Ability to grasp and learn things fast.

Time Conscious and People Oriented

Committed for self development in order to achieve overall objectives of the            organization. 

Have excellent driving skills and enjoy driving 

Polite and punctual 

Calm and decisive 

Flexible and patient towards work

Honest and Reliable

Work Experience

1.   Organization: Cassells Hotel Apartments, Abu Dhabi, U.A.E
Designation: Office Assistant Cum Driver
      

Duration:From July 16, 2006 till date.

Responsibilities Entitled

Working as a Driver for GM's Office and assist all matters concerning GM offices.

Collection and delivery of all documents concerning the GM's office to various sites as and when required.

Acting Collection Officer during the vacation or absence of Collection Officer.( Invoice delivery, Payment following all companies & Cheque collection)

Liaise with daily banking operations such as deposits, clearing etc.

Receiving guests at the airport and other destinations as and when required.

2.   Organization: Majestic Rent a Car, Dubai, United Arab Emirates.

Majestic Rent a Car is one of the well known car rental company operating in UAE. It's service includes daily car rental, General transport, long rentals & leasing.

Designation: Chauffeur

Duration:From June 2003 to February 2006

Responsibilities Entitled 

To drive vehicles as requested by Customer/Company

Experienced in driving posh vehicles such as BMW, Lexus, Mercedes,etc.

Acts as a guide or provides physical assistance for clients as necessary

Answers questions from passengers and clients regarding routine itinerary-specific matters.

Control and supervision of the maintenance and safekeeping of the vehicles assigned

Maintains necessary travel expense records and performs minor clerical duties such as preparation of standardized mileage forms

Insures proper safety and welfare of passengers and clients while operating vehicle and/or at the event to which transported

3.
Organization: Golden Fedow Stationary

Designation: Salesman

      Duration:From May 2001 to June 2003

Responsibilities Entitled

Delivery of products to various customers

Handling credit & collection

Preparing and maintaining delivery report & stock report

Explain and demonstrate the products

4. Organization: Delight Electro Mechanical Co, Abu Dhabi

Designation: Office Assistant
Duration:From April 1999 to May 2001

Responsibilities Entitled
Check and distribute mails/faxes to office staffs

Create bulletin boards

General office tasks such as filing, typing, photocopies, etc.

Maintain a neat and tidy environment

Other duties as assigned

EDUCATION
SSLC   Completed in 1995  ( Chettanjal Higher Seconday School, Kerala)
Computer Literate (Operating System & MS Office Packages)     

Languages:  English, Arabic, Malayalam, Hindi 
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