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Career Goal
To give in and contribute the skills and education that I have acquired into a challenging and tough situation in order to achieve the desired result. 


Professional Experience

· Young, motivated professional with over 5 years of work experience as office assistant.
· Basic knowledge of inventory, data entry and files maintenance.

     BEEAH ENVIRONMENT COMPANY
        SHARJAH – U.A.E. 

        Since JUN 2009 to JUL 2011
        OFFICE ASSISTANT
Job Responsibilities
· Photoshop illustrator CorelDraw designing working 
· Data entry operations in inventories and office automations.

· Handling files and documentations.

· Assisting administration department for filing.
· Inviting customers in office 
· Handling grocery stocks for office needs
· Handling office cleaning works
· Assisting accounts department for photo copies
· Handling general office works
· Delivering and collecting office documents from customers.
SHARJAH TECHNICAL PRINTING LLC
      SHARJAH – U.A.E. 

      Since Mar 2006 to May 2008
      Assistant operator
Job Responsibilities:

· Assisting on all printing and stamp works.

· Handling Laser prints, letter pad, visiting cards prints.

· Follow ups with customer with good relation.

· Delivering visiting cards to customers

· General office works
Academic Background

· SSLC, Government Higher Secondary School – India

· Diploma in Computer service Engineering, S S Infotech IT Academy- Trichy, India

· Diploma in DTP, CS4 Photoshop, Coraldraw, CSC Institute, India

Personal Details:


Date of Birth




: 24-08-1983

Gender





: Male


Nationality




: Indian


Religion




: Muslim


Marital Status




: Single

Language Known



: Tamil, English, Malayalam, Hindi
Declaration

I hereby declare that the above particulars furnished by me are true to the best of my knowledge and  
belief.
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Curriculum Vitae
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SALEEM 





Dubai – U.A.E.





E-Mail: � HYPERLINK "mailto:saleem.383997@2freemail.com" �saleem.383997@2freemail.com� 
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