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Career Objective:-

A challenging career in an organization, which utilizes my existing knowledge which provides complete job satisfaction and an environment to establish myself as a professional, also an arena to improve creativity and a support to boost my capabilities.

Work Experience: Total 4  Years of Experience 
· Working in Abu Dhabi national oil company( ADNOC (From 2010 to Present)

· Act as cashier and sales with excellent customer service 

· Knowledge of using hand held terminal (HHT)
· Valid UAE driving  license 

Duties & Responsibilities: - 
· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.
· Answer telephones, direct calls and take messages..

· Achieved sales targets & handled business and product development.

· Complete and mail bills, contracts, policies and invoices
· Operate office machines, such as photocopiers and scanners, voice mail systems and personal computers.
Educational Background:

	TITLE
	BOARD
	YEAR

	Bachelor arts(ENGLISH)
	UNIVERSITY OF CALICUT
	April 2010

	Arabic degree
	JN ARABIC UNIVERSITY
	August  2008

	Higher secondary 
	board of higher secondary government of Kerala
	March 2004

	Secondary school 


	 board of government 


	March  2001


Computer Knowledge:-
· Electronic office automation 

· MS office MS word and MS excel 

· Surfing internet and E-mail

Skills:- 
· Hardworking, very organized, creative, resourceful and optimist. 

· Proficient in English and intercommunication skills, Good Skill in Computer 

· Strong ability to respond to common inquiries or complaints from clients.

· Systematic and can work with less supervision, Fast learner and flexible 

· Ability to operate telephone, fax machines, photocopier and Drawing scanner

Languages Known: -

· English, Hindi, Arabic  (Speak, Read & Write ) 

UAE Driving License Details: 
· Driving License



UAE (Light vehicle)

Personal Information:

· Date of Birth



14/06/1985
· Gender




Male

· Nationality 
                             
Indian

· Marital status



Married
· Visa status                              

Employment

Declaration:- 
I hereby declare that the above written particulars are true to the best of my knowledge and belief. 

Place: 

Date: 


