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CAREER OBJECTIVE 

To pursue a dynamic career in an organization for Marketing Executive & Sales Executive, where I can explore the best of my capabilities and strengths, thereby contributing towards organizational & Personal growth in the better effective and efficient manner.
PROFILES:- 

· Highly motivated confident and with constructive approach to problem solving, quickly to learn new   concept and skills.
· Adoptable, flexible has the ability to work with pressure, apply methodical approach to provide effective solution to deadlines.
· High level of motivation and initiative.
· Positive attitude towards work.

· Self-starter, sincere & committed person.

· Quick learner Responsible team player.

· Systematic, Focused, Dedicated & disciplined.
· Trust worthy hard working and ability to work under pressure.  
PROFESSIONAL EXPERIENCE
Company Name                    :             New World Vision Real Estate, Dubai, UAE.
Position                                  
:             Document Controller & Dispatcher & Driver
Period of employment       :              2013 to Till Date.
JOB DESCRIPTION

· Deliver important documents to required destinations

· Ensure that all deliveries have been signed and delivered to the correct recipient

· Keep vehicle clean and maintained at all times

· Perform preventative and regular maintenance on vehicle
· Perform dispatching and clerical support duties for assigned department.  Speak clearly and distinctly.

· Learn and apply applicable department rules, regulations, policies and procedures.
· Understand and follow oral and written directions

· Communicate effectively both orally and in writing.
· Type at an acceptable rate of speed.
· Work cooperatively with others.
· Maintain routine records.
·   Analyze situations accurately and adopt an effective course of action.
· Operate standard office equipment.
EDUCATION
Higher Secondary Completed in School in Mumbai
Diploma in Travel and Tourism

Diploma in English Language

PERSONAL SKILLS

· Hard working and enthusiastic.

· Self motivated & capable to mix easily with different situation.

· Perform assigned task with grant responsibility.

· Sincere and result oriented.

· Respect to time
DRIVING LICENSE DETAILS
PERSONAL DETAIS
Date of Birth                   
:     
3rd  April 1964
Religion                            
:     
Muslim
Sex                                     
:     
Male

Marital Status                 
:     
Married
Nationality                       
:     
India
Language Known           
:     
English,Arabic, Urdu,Hindi.
CONCLUSION AND DECLARATION:- 

I hereby certify that the above mentioned statement is correct and true to the best of my knowledge and belief; If selected I assure that I would perform to the best of my abilities with exemplary professional approach to reach up the organization’s expectations eagerly awaiting a positive response.
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