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Educational Qualification 
· 1st PUC from Manipal Pre-University College 
Personal Details 

Date of Birth 

: 
12/05/1985

Nationality 

: 
Indian 

Religion 

: 
Islam 

Personal Interest 
: 
Travelling, Reading, Listening Music 

Languages Known 
: 
English, Hindi, Urdu & Kannada

Strength 

: 
Hard work, Commitment & Dedication 

Marital Status 
: 
Single 

Computer Skill 

· Basic Knowledge in computer 

Work Experience : 

· 3 Year Working as an Office Messanger with Abu Dhabi  National Hotel Middle East Compass LLC, under contract of Emirates Aluminium (Emal) Abu Dhabi-UAE  
· 2 year working as a Cashier at NILGIRIS SUPER MARKET Koramagal, Bangalore
Duties and Responsibilities 

· Maintaining and devising office systems, including filling, data management etc. 

· Dealing with queries or requests from the visitors and employees 

· Assisting other administrative staff in wide range of office duties 

· Collecting and distributing couriers or parcels among employees and opening and sorting emails 

· Training new employee regarding the office clerical duties, when required   

· Helping the receptionist, secretaries, or other administrative assistants in performing their duties

Skill and Specifications 

· Knowledge of clerical and administrative procedures 

· Knowledge of consumer service practices and principles 

· Good communication skills and professional presentation 

· Should be honest, respectful and trustworthy 
Campany 
: 
TIMES TOURS AND TRAVELS, Mangalore, India 

Designation 
: 
Office Boy 

Duration 
: 
3 years 

