

                                                                                                                              


Objective

To obtain a position that will effectively utilize acquired expertise and creative talents to obtain excellence and career growth in the field of Office Asst  
Professional Experience

Abdulla Al Mazroei Metal Trading, is one of the Group concerns of 

The Travel Market, Dubai which is the most reputed company in Dubai and renowned for Air Ticketing and Tourism, for more than a decade. 

Position held in the Office Assistant 
Role and Responsibilities
· All consulates Works
· Inventory control for Goods (Sea) Cargo

· Dispatch/Re export of Goods from Jebel Ali to other Ports

· Canvassing Orders

· pick-up & drop the gust from airport
Worked as a Office Assistant 
Worked  As
· payments distribution and collection

· Bank-Related Works

· Purchase of Office Stationery & other items.
· Correspondence to Customers, Suppliers and Bank Authorities.

· Handling all the files and updating periodically

        Worked as Stores In Charge 

· Delivery of Spare Parts       

· Raising Invoices for Repairs


 Educational Qualification

 Higher Secondary Passed
Computer Skills 

· Basic Knowledge in Computer Operations


· Internet  (Email, Downloading, Uploading of files, Printing etc)

Personal Details

· Date of birth: 



19.05.1971

· Gender: 




Male

· Nationality: 



Indian

· Marital status:



Married

· Linguistic ability:


Tamil, English, Malayalam, Hindi  
· License Details



Holding valid of UAE D/L & Motor Cycle License 

Passport Details
· Date of issue:



21.06.2012
· Expiry date:



20.06. 2022
· Place of issue:



Dubai, U A E




· Visa Status



Visit visa 
· Transferability


            Immediate 








































































�E-mail: � HYPERLINK "mailto:sarbudeen.280603@2freemail.com" �sarbudeen.280603@2freemail.com� 





SHARBUDEEN





Profile:


Proactive and self motivated person with good communication, interpersonal,


Organizational, motivational and problem solving skills.























(III) Abdulla Al Mazroei Metal Trading, Dubai –3 Years








(II)The Travel Market, Deira, Dubai (3 Years)





(I)Bajaj Pulsar Show Room, Madukkur, TamilNadu, India (3 year)
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