The Manager

Human Resources Department

Dear Sir / Madam,

This is an expression of an avid interest to join a progressive organization  where I can demonstrate my zeal for work while at the same time develop my skills and capabilities that would hopefully contribute to the organization’s vision and goals.  Please find enclosed my Curriculum Vitae giving brief information about my professional experience.

I am a result oriented, self-motivated and hardworking individual and is very much willing to pursue a challenging and responsible position in your company. My strengths are my ability to work hard and productively on projects both as a team member or single handedly. If given an opportunity to work in your reputed organization, it shall be my endeavor to perform my duties diligently to the satisfaction of my superiors. 

I look forward and remain hopeful that you shall consider my request.

Thanking You

Sincerely,

Muhammad
E-mail: Muhammad.369281@2freemail.com 
CURRICULAM VITAE
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MUHAMMAD
E-mail: Muhammad.369281@2freemail.com 
Professional Objective

Seeking a challenging career in the field of accounts within a growth oriented organizations, where my skill will be utilized to their full potential.
Work Experience

WORKED AS DATA ENTRY OPERATOR IN ARAMEX LOGISTICS, JABEL ALI FROM  JULY 2012  TO  JULY 2016.
Duties and responsibilities

· Good typing speed, keen in handling customers in the high tech industry.

· Provides administrative and documentation function such as filing, document control and client customer service.

· Receiving and sending fax and mails.

· Prepare work order form and to submit to Production section

· Receives Delivery from the Suppliers

· Schedule Delivery of each work that is finished

· Submit daily and monthly report for the Work in Progress

· Handles Petty Cash in absence of the accounts
WORKED AS ACCOUNT ASSISTANT, DATA ENTRY OPERATOR & OFFICE ASSISTANT IN MEDICARE PHARMACY, SHARJAH FROM JULY 2011 TO JUNE 2012.
Duties and responsibilities

· Checking the all kinds of entries related to customers passed by branch account.
· Handling our supplier accounts and closing the account as a time being.
· Preparing day to day transaction including petty cash and bank transaction.
· Handled accounts payable and accounts receivable.
· Prepared sales invoices, refund and agency commission checks.

· Checking quantities of goods on display and in stock.
· Took care of telephone inquiries and managed all written correspondence.

· The claim tells the insurance company the patient's name, her insurance identification number, the service she received and the fee assessed for the service provided.
Educational Qualification

· Bachelor in commerce (B.com) from Kannur University India.

· Higher Secondary from Kerala, India
Technical Qualification

· Diploma in financial accounting and office automation. 

· Tally packages.

· Microsoft Office  and Internet packages.
Skills and Strength


· Good communication skills
· Keen in handling customers in the high tech industry

· Punctual, sincere and dedicative to my work

· Good team player

· Flexible to working 24/7
Language Proficiency
· English, Hindi, Arabic and Malayalam.
Personal Details

Name


:
Muhammad 
Nationality

:
Indian

Date of Birth

:
20-02-1987
Gender


:
Male

Marital Status

:
Married
Religion

:
Muslim
Passport Details

Expiry Date

:
08-01-2027
Place of Issue

:
Kozhikode, Kerala, India

Visa Status

:
Visit visa (Transferable)
Reference
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