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CURRICULUM VITAE

   237624@gulfjobseekers.com 





           
 Career Objective:    
Iam a knowledgeable, motivated, hard working, reliable and productive person proven to deliver

High quality work and meet the company’s  objectives in due time frames, seeking a position in the 

Supply chain management of a reputed organization to be accorded an opportunity to apply all the

Aforesaid expertise in contributing to the growth of the company. 
Academic Qualification:

· B.A Bharathidasan University, Trichy.
· DCA / MDTP. ( Ministry of HRD) jamal Mohammed Collage Trichy.

· M.A (Arabic) Bharathidasan University, Trichy.

Job Experience in India:
            2 year Worked in Ar-Rahman Matriculation School as a Teacher at Madukkur in india
           1year Worked in Universal  Company as a Office Administrator in Chennai
           2year worked in Good leather p v t as a Office Administrator in chennai 
Job Handled :

· Typing all types of forms related to the Labour and Immigration Departments and Tas’heel such as visa stamping formalities, employment contract and labour card, Health cards and medical fitness certificates Municipality forms like trade License formalities and related India Consulates papers and other departmental and non departmental forms.
· Submitting the Transit, Tourist, Visit and Residence visa Through Internet.
· Good Knowledge in Online Application Form Immigration, Labour, Tas’heel & Emirates ID.
· Maintaining the Photocopy Machine, Fax Machine, PCs and other Office Stationary Items.

· Drafting of Quotations and Agreements.
· Filing and maintaining all Records.

· Manual typing Arabic and English
· I will Manage Accounts in Excel in very Good Method.
· I now pro work in immigration 

Job Experience in Dubai:
Name of the company        :     A. A. R. Typing & Document Clearance
Location



:     Deira, Dubai, U.A.E
Designation


         :    FOLLOW UP CLERK
Period



:    From 2012 to 2015
Skills & Qualifications:

Typewriting in English, Arabic, 

Diploma in DCA,

PERSONAL DETAILS:
Marital Status              : married

Nationality                    : Indian
Date of Birth                 : 02-06-1983, 
DECLARATION:

I would like to apply my skills in an environment that inspires initiation, follow-up and completion in an orderly and systematic way and would like a chance to convince you, that my skills and energy would be an asset to your team. 

