CURRICULUM VITAE









EMAIL: 247713@gulfjobseekers.com 
· Looking to work as management related job or suitable one.

· Looking to work as admin or supervisor or coordinator.

· Looking to showcase my skill and talent.
WORK EXPERIENCE: 
· Worked as an Office Administrator for the period of 24 Months in Titan Property Management Services.
RESPONSIBILITIES 

· Responsible for supervising and coordinating activities of staff.
· Interview job applicants.

· Administer salaries and determine leave entitlements.
· Be involved in staff training and development.

· Preparations of job descriptions, staff assessments and promotions.

· Review and answer correspondence.

· Conduct orientation programmes for new employees

· Provide secretarial or executive services for committees.
SKILLS:
· Microsoft office

· Human resource management

· Recruitment

· Accounts management

· SAP , FICO 
· Windows installation

· Basic computer hardware.
EDUCATION QUALIFICATION:
· S S L C

Noble Saint English School Bangalore  


   2007
· 2ND P U C 
Al Mighty P U College 



 
   2009
· B B M 

Bangalore University in Al Mighty First Grade College   
   2012
· M B A 

(Dual MBA) Karnataka state Open university (KSOU)
   2015




(Specialization in Finance and Hospitality Management)   
HOBBIES: 

· Fitness, gaming, cricket.
LANGUAGES KNOWN:

· English, Kannada ,Hindi and Urdu 
PERSONAL DETAILS:
· DATE OF BIRTH

: 

11th October 1990  
· RELIGION


:

Muslim 
· NATIONALITY

:

Indian

· GENDER


:

Male    
· MARTIAL STATUS

: 

Married 
PERSONAL STRENGTHS:
· Confident of being successful 
· Ability to work in a team and lead 

· Commitment towards the job 

· Hard working and punctual 

DATE: 

PLACE: BANGALORE



        
      

