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I like to utilize my strong communication and inter personal skills along with good 

Customer oriented solutions for the organization and those organizations, which the top Performs  


· Passed S.S.L.C secondary School Govt. of Kerala India

· Higher Secondary School Gov.of Kerala India

· Good working knowledge of Ms Office suit (word, Excel &PowerPoint) &Auto CAD (2004&2007
· Internet and Communication and E-mail.

Secretarial skills (Nadia Institute for executive secretarial)
HH SHEIKH HAMDAN BIN ZAYED OFFICE 
2010 up to present

· General Correspondence. 

· Maintaining files. 

· Receiving & sending E-mails. 

· Updating & reporting of the details job. 

· Fixing the appointments. 

· Bookings (ticket & hotel) 

· Preparing the minutes of the meeting.

· Handling incoming & outgoing calls 


HH SHEIKH HAMDAN BIN ZAYED OFFICE 
2007-2010
· Prepares the incoming@ outgoing letter

· Typing Arabic letter 

· Register the daily incoming and outgoing and memos and keep proper filing System for the same

· Receive fax forward to appropriate personnel or department
· Prepares ID card

· Maintain confidential record and files
· Answer incoming and out going telephone calls, determines purpose of callers, and forwards call to appropriate personnel or department

· Maintain fax machines assist users, sends faxes, and retrieves and routes incoming faxes

· Answers questions about organization and provides callers with address, directions, and other information

PRIVET DRIVER 

HH SHEIKH HAMDAN BIN ZAYED OFFICE
2004 – 2007
  License No.475123

  Issue Date: 29 - 04- 2004

  Expiry Date: 28-08-2014


· Attention to detail

· Confidentiality
· Planning and organizing

· Time management

· Interpersonal skills
· Customer-service orientation
· Initiative
· Reliability

Father’s name



:
Mohammed
Nationality/Religion


:
Indian/Muslim

Date of birth           


:
4 April 1981
Marital status



:
Married 








Excellent interpersonal skill, energetic, reliable, eager and able to get long with customers, friendly nature with customers.


Read

:
English, Arabic& Hindi & Malayalam
Write

:
English, Arabic& Hindi & Malayalam
Speak

:
English, Arabic Hindi, Urdu & Malayalam

Passport no

  : E 1518127




Passport issue date
  : 28/03/2002


Expire date                   : 27/03/2012
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 OBJECTIVES:-





EDUCATION QUALIFICATION:-








PERSONAL PROFILE:-





LANGUAGES KNOWN:-





PASSPORT DETAILS:-





STRENGHTS:-








COMPUTER LITERACY:-





TRAININGS ATTENDED:-








KEY COMPETENCIES:- 








DOCUMENT CONTROLLER:-








WORK EXPERIENCES & COMPANY DETAILS:-





EXECUTIVE SECRETARY:-









