
                                        RAHEEM
      Raheem.91760@2freemail.com 
OBJECTIVE:

I want to utilize my knowledge and skills into practical shape. So, I want to join that organization where I can guidance and opportunities to convert my knowledge and skills.   
WORK EXPERIENCE
February 2008 – February 2009
COMPANY NAME                          : Nakheel Asset Management – Palm Jumeirah 

POSITION                                         : Driver / Office Assistant 
Duties & Responsibilities:
· Responsible for the general maintenance of the office cars.
· Post from all in house office activities, I perform pickup drop facility to concern staffs only for official duties and after prior permission from managements.

· As soon as i’ receive mails, with immediate effect deliver the same to the concerned person / department.

· Some time whenever required by management i do driving and complete outside office work given by the management.
· Indoor / outdoor activities comprise timely facilitate the internal clients, etc.
· Regarding any queries and complains handling from internal and external clients.
·  Filing and sorting of documents.
· Purchase and order of products.
· Received Purchased items.
· Giving some advise to office boy to streamline a organize office work some time assisting reception staff in their absence.
· Look after all the office related work such as faulty in printer, to get it repaired and follow up all other required things for staff.
· Undertake any other duties assigned by the management.
February 2006 - February 2008

COMPANY NAME                               :  Dhow Palace Hotel Bur Dubai *****
POSITION                                              : Time keeper (HR) Feb 2006 – Feb2007

Duties & Responsibilities
· Maintaining in and out timing for the staff

· Maintain staff attendance and forwarding it to concern departments 

· Maintain leave and absent records of the staff 
· Maintain office records 

POSITION                                              : Driver / Airport Representative Feb 2007 – Feb 2008

Duties & Responsibilities
· Attend coming guest at airport

· Arrange transport facility  (Pick & Drop)
January 2003 - January 2005
COMPANY NAME
                                     : Rahim Jeweller

POSITION


                         : Marketing Manager  
EDUCATIONAL QUALIFICATION

Intermediate Level at Govt. City Collage. 

COMPUTER SKILL’S

· MS Office 

· Disk-Operating System, Windows, ‘98

· Data Entry Operator

ADDITIONAL INFORMATION

LANGUAGES KNOWN

: English, Hindi, Urdu, Arabic (Basic)
PERSONAL INFORMATION

Date of Birth



            : Jan. 9, 1983
Nationality 




: Pakistani
PASSPORT DETAILS



           PLACE OF ISSUE


: Pakistan
           ISSUE DATE



: 08, Aug 2005
           EXPIRY DATE


: 07, Aug 2010
VISA STATUS



: Employment Visa 

Driving License                                            : Dubai UAE – Light Vehicle
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