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CURRICULUM VITAE

PERSONAL

Date of Birth 



:  17.09.1980    

Sex





:  Male

Marital Status



:  Married

Religion




:  Islam
Nationality




:  Indian

OBJECTIVE: Seeking a position related to Sales / office/admin jobs. 
EDUCATIONAL QUALIFICATION :

· H.Sc., (Higher Secondary Certificate – with Commerce, Accountancy, Mathematics & Economics as main subjects)

Technical Qualification :

· Typewriting English Junior grade 
Computer Literacy :

· Familiar with MS-Word & Excel 

Professional Experience :

· Worked as  Admin Assistant for  an export company in Bangkok, Thailand from (March 2013 to April  2014) 
a) Booking orders through online

b) Follow up with stores ensures timely delivery

c) Coordinate with sales department for delivery of materials.

d) Filing works, attending phone calls, sending emails & searching suppliers & clients for business.
· Worked as a “Sales Assistant” for Abudhabi Cooperative Society, Abudhabi, UAE from June 2007 to October 2012. 
Languages known (To speak, read & write)  :  English, Hindi & Tamil.   
