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CURRICULUM VITAE

MOHAMMED OMER                                                           

                

P.O. Box: 10997

Dubai, U.A.E.

Mob: +971-55-9425696

9985145350 / 9848952387

E-mail: mohammedomer89@gmail.com

To be part of an Organization that gives me the challenges and opportunities to learn and update my knowledge and skills. To be part of a team that dynamically works towards the growth of the organization
EXPERIENCE:
· Worked as an OFFICE ASSISTANT Cum COMPUTER OPERATOR for Raj Soft Solution Pvt Limited Organization, Malakpet Hyderabad from February, 2010 to January, 2011.

Responsibilities:
· Assisting the Office Staff and do the needful for them.

· Filling, Faxing & Distributing the Correspondence to the relevant staff

· Photocopying and making set as original as per the senior staff  instructions.

· Data Entry work related to accounts and others departments

· Going to Bank to deposit Cheque /  Cash

· Raising the Sales Order / Invoices 
GULF  EXPERIENCE  :

· Worked as an WAREHOUSE ASSISTANT in Delta Printing Press, Dubai, UAE from 21st  July, 2009 to 20th January, 2010.
Responsibilities:
· Responsible for stock in take.

· Preparing the Invoices & Delivery orders.

· Submitting the weekly Stock Report to the manager. 

· Checking the out going stock as per the load sheet / Delivery order
· Follow up with supplies for stock.
· Coordinate with the Purchase & Sales Department & update them for the stock.
· Worked as an ACCOUNTS ASSISTANT in A&A Real Estate & Brokerage, Health Care City, Dubai from August, 2008 to October, 2008.
Responsibilities:
· Data Entry work for accounts.

· Making Schedule of payments.

· Filling, Faxing & Distributing the Correspondence to the relevant staff

· Photocopying and making set as original as per the senior staff instructions.

· Follow up with Clients / Customers for Outstanding Payments

· Making Performa Invoices

EXPERIENCE:
· Worked as an OFFICE ASSISTANT Cum ACCOUNTANT CLERK  for Bhagyanagar Old City Welfare Organization, Hyderabad from November, 2008 to June,2009.
Responsibilities:
· Assisting the Office Staff and do the needful for them.
· Filling, Faxing & Distributing the Correspondence to the relevant staff

· Photocopying and making set as original as per the senior staff  instructions.
· Data Entry work related to accounts and others departments
· Going to Bank to deposit Cheque /  Cash

· Follow up with Clients / Customers for Outstanding Payments

· Raising the Sales Order / Invoices 
ACADEMIC QUALIFICATIONS:
· Perusing B.Com (Correspondence) from Dr. B.R. Ambedkhar University, Hyderabad, Andhra Pradesh.
· Passed Intermediate  from Board of Intermediate, Hyderabad 
TECHNICAL QUALIFICATIONS:
· Diploma in Computer Accountancy ( Tally, Peachtree, QuickBooks ) from Noble Computer Institute, 
Hyderabad.
· P.G. Diploma Computer Applications from S.N.S. Memorial Computer Training Centre, Hyderabad.

· Passed Typewriting High Speed (60 WPM) from State Board of Technical Education & Training, Hyderabad

STRENGTHS:

· Easy going, spirited enjoy a reputation of being hard working and dedicated

PERSONAL INFORMATION:
Father’s Name 

:
Mohammed Sadiq

Date of Birth 


:
07th August 1989
Nationality


:
Indian

Religion


:
Islam

Marital Status

:
Single

Languages Known

:
English / Hindi /Urdu / Telugu

PASSPORT  DETAILS:-

Nationality


:
INDIAN

Passport Num


:
G8533498

Issued Date


:
01/05/2008

Expiry Date


:
30/04/2018

Place Of  Issued

:
Hyderabad


Talents & Achievements:

· Willing to take on Multiple duties & Rearrange priorities

I am quite flexible and have flair for Quick Learning and to adoption to the New Environment.  If you offered me a chance of Employment, I assure Good & Honest Service

Date: 









Signature of the Applicant

Note: Reference can be provided upon request.
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