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CURRICULUM VITAE

	Mohammed Naufal                                                                           
Karnataka, India,

E-mail: naufal007@gmail.com
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	PERSONAL DETAILS  


Name



: - Mohammed Naufal
Place & date of birth
: - Mangalore
Marital status                   : - Married
Nationality


: - Indian  
Religion & gender

: - Muslim – Male
Driving license 

: - Yes Indian
Skype i.d


:-  mohammed.naufal3
	CAREER OBJECTIVES


· To achieve high career growth through a continuous process along with all round perfection in personal as well as professional compete and to explore my potential in the field of legal and administration and be a part of winning team through commitment and focus. Also implement and build upon the relevant experience gained to make a positive 
· To be employed in challenging growth oriented organization

· To dedicate to myself to my employer and to fulfill the goal of the organization by achieving and surpassing all the assigned targets

· To continuously acquire, develop ad apply new skill through practical experien                                           

	WORK EXPERIENCE


1.  Previous Organization: Advocate   , Mangalore, India 
         Designation: Advocate
        Tenure: October 2014 to March 2015
Roles & Responsibilities:
· To take-up client interviews 

· To go to the court and look after the day to day cases.

· To look after the cases in the court.

· To deal with land revenue matters.

· To deal with land registration.

· To draft all kinds of contracts, rent agreements and general power of attorneys (G.P.A)

2.   Previous Organization: U. Mohammed Ali Advocates & Solicitors, Mangalore, India    
     Designation: Junior Advocate 
     Tenure: August 2007 to 16th October 2010
Roles & Responsibilities:

· To take-up client interviews 

· To go to the court and look after the day to day cases.

· To fight the case in the court on senior council behalf.

· To argue the cases on senior councils behalf.

· To look after the cases in the court.

· To deal with land revenue matters.

· To deal with land registration.

· To draft all kinds of contracts, rent agreements and general power of attorneys (G.P.A)

· To deal with all criminal and civil cases.

3.  Previous Organization: Al-Shera’a Real Estate Co. W.L.L, Doha, Qatar
Designation: Administrative Assistant and Front Desk Administration

Tenure: 6th October 2011 to 26th October 2014
Roles & Responsibilities:

· To prepare the payment request and to make payments for the materials delivered.

· To prepare staff and labor time sheet and pay roll of labors and staff.

· To prepare pay roll for workers

· To prepare the Local Purchase Order (L.P.O) for the materials required in the site.

· To look after the day to day affairs in the site.

· To maintain the petty cash and use it for the day to day business.

· To take client interviews 

· To manage attendance. 

· To maintain a log book for the daily use of business

4.  Previous Organization: Al-Seal Contracting and Trading Co. Doha, Qatar
      Designation: Site Secretary, H.R Assistant and Front Desk Administration 
     Tenure: 18th October 2010 to 5th October 2011.
Roles & Responsibilities:

· To prepare the payment request and to make payments for the materials delivered to the site.

· To prepare staff and labor time sheet and pay roll of labors and staff.

· To prepare the Local Purchase Order (L.P.O) for the materials required in the site.

· To look after the day to day affairs in the site.

· To look after the problems of Labors and to solve the problems.

· To maintain the petty cash and use it for the day to day business of the site.

· To take client interviews 

· To manage attendance, leave and transfer of labors   
	EDUCATIONAL QUALIFICATION


	Examination
	Board / University
	Year of Passing

	L.L.B
	Mangalore University,

Mangalore
	2007

	BA(LAW)
	Mangalore University,

Mangalore
	2005

	P.U.C
	P.U Board ,

Bangalore
	2002

	S.S.L.C


	Karnataka Board,

Bangalore
	2000


	COMPUTER KNOWLEDGE


· Microsoft Windows, Word, Excel, MS-Office and internet capabilities, 

	EXTRA CURRICULAR ACTIVITIES  


· Participated in Career Guidance Programme
· Participated in Inter Collegiate Cricket Tournament.

· Participated in Inter Collegiate Shuttle Badminton Match.
	LANGUAGES ABILITIES  


	Language
	Reading
	Writing
	Speaking

	English
	Excellent
	Excellent
	Excellent

	Kannada
	Excellent
	Excellent
	Excellent

	Hindi 
	Excellent
	Excellent
	Excellent

	Arabic 
	Good 
	Good
	Average

	Malayalam 
	-
	-
	Excellent

	Tulu
	-
	-
	Excellent


	HOBBIES  


· Playing Cricket, Volleyball, Shuttle Badminton

· Reading Books & Novels
· Traveling   

	REFERENCE


Will be produced on request 

	DECLARATION


I hereby solemnly declare that all the foregoing information is correct to the best of my knowledge and belief. I have not suppressed any material fact or factual information in the above statement.

Place: 

Date:





 (MOHAMMED NAUFAL)
	
	Page 1
	

	
	
	



