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Current location
: Dubai, UAE
Visa status

: Visiting visa 
Career Objective

Seeking a position for clerk in a growth oriented company that allows me to, showcase my  potential and experience for the advancement of the organization.

Experience 
MOTORS PRIVATE LIMITED : 2 years (June 2012 to till date)                                             
Private Sector





   Office clerk.
ONYX INFOTECH PRIVATE LIMITED


:  1 year (April 2011 to April 2012) 

Private Sector





   Hardware and Networking support
Skills Profile 
• 2+ years of experience in clerical field.
• Responsible for tabulating and posting of data in the record books
• Maintaining record books of all the reports in an organized way
• Operating different types of machines like Photocopier, scanner, etc. 
• Maintaining a system to manage the bills, receipts, invoices, cheques and other policies of the system.
• Handling customer queries.

Computer Skills

• Experience working on Windows XP/7/8.
• Good knowledge of MS office suit that includes Excel, Power Point, File management 
• Good typing skill.
Employment History
Job Title
 Office Clerk
Industry   
 Private Sector 
(MOTORS PRIVATE LIMITED)
06/2012 to Current    Present Job Profile: 
· Over 2 years of experience working as an office clerk

· Profound knowledge of documenting information and filing records manually and electronically.
· Experienced in data entry activities.
· Highly skilled in performing customer services duties via telephone and in-person.
· Proven ability to prepare reports and spreadsheets
· Computer – MS Excel, Word and PowerPoint.

· Perform clerical duties including filing and inventory
· Communicate with customers in order to provide general information
· Manage calendars and arrange appointments
· Sort and distribute incoming mail
· Operate office machinery such as copier and fax machine
· Type and proofread outgoing correspondence
· Perform additional general office duties such as assisting staff with their specific work when required.
· Type letters, memos and other materials.
Job Title
 Hardware and Networking Support
Industry   
 Private Sector 

(ONYX INFOTECH PRIVATE LIMITED)
04/2011 to 04/2012   
(1) As  Hardware support:

· Systematic documentation of planning and database administration, which include IT database management problems, break down and malfunctioning of systems.  

· Provide  routine  Administration,  Desktop  support,  and  troubleshooting  including  the  Platforms  Windows 2000  Professional,  Windows XP, Vista , Win 7& Win 8. .  

· Configurations & Installation of Windows XP, Vista Win 7and Win 8, Microsoft Exchange server 2007& 2010, Network cards, Modem, Hard drives & All Multimedia devises etc.
(2)  As  Network support:
·  Excellent Knowledge on troubleshooting desktop issues.

· Good knowledge on LAN & WAN.

· Communication between Wireless LAN and Ether LAN.  

· Knowledge on structured cabling.

Academic

	Level
	Course
	Institute/ University / Board
	Remarks 

	Graduation
	BBA

	Bachelor In Business Administration (BBA)  

 (University of Madras)     
	Ongoing


	Higher Secondary
	XII
	Noorul islam secondary school, 

Vengoor, Malappuram
	65.6%

	School 
	X
	Alfathah english medium school, 

Poonthanam, Malappuram


	70.6%


Personal Profile

· Date & Place of Birth
:  15 August  1991 , perinthalmanna-kerala
· Gender


:  Male
· Nationality


:  Indian

· Languages known
         
: English, Malayalam & familiar with Arabic and Tamil      

Declaration
 
I hereby declare that the above mentioned information is true to the best of my knowledge and belief.

