CURRICULUM VITAE
       NAME :                              Mohamed
       EMAIL ADDRESS :         Mohamed.24493@2freemail.com 
       ----------------------------------------------------------------------------------------------------------

      JOB TITLE:                     Administration Assistant
      Work Experience :     7 Years
     Language Skills:        English, Arabic,  hindi  (Full Fluent)
      CAREER  OBJECTIVE :
       To be recognized as an efficient & competent individual having good interpersonal and technical skills. 

       Being a hard worker with a positive attitude, I aspire to prove my talent in fast moving techno world and
       Obtain a respective career in the engineering field with the utilization of obtained executive and  

       Professional Expertise. 
 EDUCATIONAL QUALIFICATION: 
· Higher Secondary  school Completed  and Certificate Attested by UAE Embassy from Schwartz Higher Secondary School, Ramnad, Tamil Nadu, India in the year 1997  
· B-A

COMPUTER SKILLS WITH CERTIFICATION:
· Practiced office package : Microsoft word, Excel, power point,  Internet Explorer.
PROFESSIONAL WORK EXPERIENCE:
· Worked as Counter Staff at Public Prosecution in Judicial Department, Abu Dhabi since 12th Aug 2007 – 2014
     Job Responsibilities
· All Services of public prosecution for the public through the counter and verbal translation for obtaining necessary certificates for the public.

· Necessary filing works for the department 

· Submitting files and necessary documents to the director of prosecution or any other staffs in public prosecution in order to get signature for the clearance certificates etc.. for the public 

· Providing necessary guidelines for the public about the procedures related to the prosecution and courts.

· Maintaining Clients and Govt Official Relationship.

·   Visa status:  Long Term Visit Visa,Dubai.  Valid Until  9th  March 2016
Personal Information

Place and Date of Birth

:
Ramnad- TN- 11th Oct 1981

Citizen



:
India

Marital Status


:
UN Married

Address in India


:
Ramnad, Tamilnadu, India

 DECLARATION   :    

I  have been  declare  that  the  above given  details  are  true  and correct  to  the  best of  my knowledge . 

Thanking you,                                                                                                                 

                                                                                                                        Yours faithfully
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