JAMAL 
Email: jamal.385379@2freemail.com 

To make learning a lifelong process to obtain a challenging position and endeavor to further family values. To constantly keep upgrading myself for the benefit of the self and of those associated with me.
GROUP 2 SECURITIES, Dubai (May 2015 to Nov 2018)

Designation: Security Guard

· Holding approved SECURITY GUARD card provided by Dubai Police General H.Q, Department of Protective System, Dubai

· Working as Security Guard at various places/ malls/ buildings as per Company’s directive.
Arkay Ispat Pvt. Ltd. Chennai . India .(January 2006 to April  2015)
Designation: Accountant Assistant

Responsibilities:
· Posting accounting entries (like sales, purchase etc.) through Tally Software

· Preparation of monthly statement

· Banking reconciliation statement

· Preparation of invoices, delivery chalans, etc.

· Handling of petty cash

· Maintenance of office equipments like fax, photocopier, etc.

North Sulaibiya Hospital, Kuwait (September 2000 to December 2004)

Designation: Book / File Keeping Clerk cum Assistant

Responsibilities:

· Maintained patient records set up charts

· Scheduled patients for appointments and tests

· Plus Two, Govt. Hr. Secondary School, Triplicane, Chennai

· Diploma in Office Automation (DOA), MS Word & Excel

· Tally Graduate Course Tally EES 6.3 / 7.2 / 9

Tally Solution Pvt. Ltd., CSC Computer Education (P) Ltd., Chennai

· Lower in English Typewriting, Radhakrishna Institution, Chennai

Known Tamil, English & Arabic languages. 

Optimist, punctual, hardworking, friendly & calm nature, believe in teamwork, flexible & adjusting nature with working environment.
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