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Optional
JOB APPLICATION - SCREENING FORM — WALK IN

CV No ‘35601'(\{

PRELIMINARY INTERVIEW
Ties R/ Y
ADMINISTRATION / SALES CORDINATOR

Industry Background B AN\‘ t(\\@ = HQS? m

Employment Status O Employed back in Home Country O Employed in Gulf Dﬁvh Less-Unemployed
Nationality TN DTAN Place of Birth / City of Origin KERALA
Gender 0 male Female Marital Status m/,(ngle O Married O Separated

Religion CHRISTIAN Birth date ( DD-MON-YEAR) 28-09-199 2
Languages Mother Tongue MALA[J ALAN) other Languages H N DI j E N& U 5}”’ (57(,1’]A EATI

Qualification / Education Bcom ( BaChQ ’ 05& 046 wm maC@ 3

Gulf Experience . ’,;4 Years 7 Months Total Experience ‘ A\L Years O _Months
1=
Gulf Driving License 0 Yes E{Nn Do you have own car? ‘ 0 Yes E/No
| -
Visa Status d{visil O Employment [ Dependent Visa Validity Date ‘ D [ﬁ M O C{ Y 7—0 , S
{4,600 | 17,000 |
Last Drawn Monthly Salary Currency l Value ! Minimum Expected Salary | Currency VRlged €0~
INK Uero - 5000 | Dirhaams y o0
Career Level O Fresher ‘Z/Execuxivc O Supervisory O Managerial
—
Mention your preferred location for future job? Z/UAE___QU 5 3} i O Qatar O Saudi Arabia O Bahrain [0 Oman O Kuwait

Whatis your arrival date in Gulf Country? ) 9 | 0% | 2015 | hatis the reason for your Job Search? 3 et pAOS PQCA’S

How much notice period you will need to join new position? D@Jom Immediate [J1 Week 001 Month O

Do you have any kind of health condition which can hamper you to perform your duties? D/Fu towork O Yes

Do you have any kind of outstanding loans / finance / credit card facilities to repay? %Io £ Yes

Do you have any kind of civil or criminal cases pending against you in any courts? E{No 0 Yes

Please write here your (T Skills or what software applications you can operate comfortably.

Ms Office, TALLY ERFP BASIc KNOWLEPGE OF (pMPUTERS.

What are your professional talent. / capabilities? Describe in detail.

INTERACTION WITH PLOPLE, REAPY TO WORK ANYWHERE IN THE e

PCL Certificate Gulf Experience High Academic Scores - Mark Sheet l Worked 2+ yrs with employer

Fitness Certificate Gulf / Intl Driving License Post Graduate & Above Education l Promoted in Previous Job ‘
IT Literacy Arabic Proficiency OnJob Training Certificates \ Awards or Appreciation
IELTS Proficiency Experience Verified
Bonus Score + Guif Score D + Education Scare a + Experience Score 1'
Based on documents screened by our HR Assistants the candidate has achieved following score points. Total Score Achieved H’ B

Documents Screened: ‘d?esume \E/Passporr / Signature |DUZ Education Certificates \D’ﬁ{)erience Letter [ Salary Slips
Contract / Offer Letter Copy [ Promotion Letterx@’ﬁaining Certificates [ Driving LicenseTFOther









“A challenging & Responsible Training in a progressive and professionally managed organization where in my technical & functional skills are effectively utilized in a way that contributes to the organizational growth coupled with personal growth within the organization”.



· 2 years work experience as customer relationship officer 
· 2 year experience as an Administrator 



· The Main responsibility was to update the clients with the appropriate information and solve the queries on the basis of applicants.

· I am responsible for showcasing credit card samples and catalogs to clients and also describe the terms of use for the cards and the prices. 

· And also demonstrates to the customers to their best needs.

When I was working in Apollo Hospital International ltd., My job role was to take away all the details and timings of the doctors and patients as well, maintain records, and collect the amount of the billing being done at the hospital, and supporting the patients in all kinds of their needs.



1. Pursuing MBA from ICFAI College, Sikkim University

2. Bachelor of Commerce (B.Com) 2011-2013 from Aroma College of Commerce, Gujarat.

3. High School with 62% in 2010 from Gujarat Education Board.


Basic Computer knowledge (MS- OFFICE & Internet knowledge)

Good at Analysis of Data on Excel. Good working ability  in Tally Erp.



· I have an ability to catch up new concepts quickly and clearly to apply my knowledge and experience for tackling tricky situations.
· I have an ability to handle crisis by being adaptive to the changing technology, ideas, situations and conditions and to work effectively under stress.

· I have a high self-motivation towards work by working under unfavorable conditions and I make every effort to meet the deadlines.

· I have an ability to work in a team player by sharing information, cooperating with others, positive speaking to create team-spirit, seek ideas and opinions of others by discussing them resolving conflict of team members to find solutions.



I can understand and interpret thoughts and ideas with my reading, writing, and communication skills in the languages English, Hindi, Gujarati, Malayalam and Tamil.



Birth date    :  28 Sep, 1992.

Nationality: Indian.

Marital Status: Single.

Declaration

I confirmthat the information provided by me istrue to the best of myknowledge and  belief.
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Personal Details.














