PRAVEEN
E-mail: Praveen.216978@2freemail.com 
	Career Objective


I seek a career which would provide me with challenges and learning opportunities, I aspire to grow both intellectually as well as professionally.
	Summary


Comprehensive problem solving abilities, legal solutions, ,good communication skills willing to learn and team facilitator 
	Professional Experience


Advocate, Markaz Associates of Attorneys, Kozhikode,Kerala, IndiaDecember,2005  to Present 
Job Profile: -
· Associate with Markaz Associates of  Attorneys
· Manage office diary and day-to-day operations of the firm.
· Scheduling and coordinating client meeting.  
       

· Assist in preparing Legal Notice, Plaints, Complaints, Written Statements and all other draftinng.

· Appearing various courts and tribunals on behalf of clients. 
· Dealing with clients. 
Workshop Cordinator at Hero Honda Show room Vadakara,2008 to  2010 
Job Profile: -

                    *    Cordinated proper company resources to ensure efficient and stable  results  
· Inform the service time of each and every vehicle in time.

· Inform the expenses incurred for the service of the vehicle espcially the rate of the parts of the vehicle which is replaced in the vehicle.

· Preparing job card of each vehicle accordingly.

· Inform the registration due date and insurance due date of the vehicle.
· Identified the customer complaints and solve the problems at the earliest.

· Collected feed back of the customers and get the feed back from customers. 
· Maintained close relation with service team

· Performed other duties as instructed by Workshop Manager.

            Office Administrative Assistant Mims hospital,Kozhikode,Kerala
            November 1998 to June 2000.
        Job Profile: -

* Act as the main point of contact on administration matters; deal with    
    Client and visitors.

*  Attend to general inquires and provide information with regard     

    Department and services.

*  communicate with internal departments as well thrid parties to 

    Exchange information,coordinate activities,promptly resolve issues

    and concern and foster relation.

*  Answering queries through phone,mail and fax 
*  Drafting correspondence such as letteres and other sorts of 

    Communications such as news letteres and proposals.

*  Keeping organised calender of appointments.

*  Keeping helping hand to the administrative executives.

*  performed other duties instructed by the Administrative Manager.    
	

	


	Passport Details


   

   Date of issue

:      25-07-2008

 

   Date of expiry
:      18-6-2018
   Place of issue
:      Kozhikode
   Visa status

:      Transferable 
	Personal Details


   Sex


:   Male

   Date of Birth
:   27th April 1976
   Nationality

:   Indian

   Marital Status
:   Married
   Visa Status 

:   Visit Visa expiry on June 3 ,2014
Declaration

I hereby declare that all the facts are true and correct in best of my knowledge and belief.
Sincerely,

.
