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D.O.B :- 16/03/1984

                              TEJINDER SINGH

CAREER OBJECTIVE:

A responsible and challenging position that will utilize my education and potential for personal and organizational objectives

PROFESSIONAL QUALIFICATION:

Senior Secondary from Montenssary High School, Dera Beas with first division.

ATTITUDE / PRODUCTIVITY:

· Anticipates well and manage time effectively.

· Response well to pressure keeps things in prospective.

WORKING EXPERIENCE

· DATA ENTRY OPERATOR - : Working from 2year months in AL SAFEER GROUP ,Sharjah. in System named My Com , my duties include -:
(a) Checking of import invoices along with our confirmed purchase order.

(b) Check the invoice price,qty.,quality with our PO before entering into system.

(c) Proper record of issues after intimating the higher management.

(d) Keep proper filing of all invoices.

(e) Mate GRN of invoice 

(f) 1 Year shoes marketing(Indian  factory)

· DATA ENTRY OPERATOR - : Worked for 11months in Embee Readymade Garments,Sharjah in System named GBS , My duties include -:
(g) Arrange fabric and trims for the order.

(h) Check the costing before entering into the system.

(i) Issue invoice and approved from higher authorities.

(j) Keep proper track of deliveries .

(k) Follow for the payments.

(l) Proper filing of Delivery order and Invoices duly signed by customers.

TECHNICAL SKILLS:

·  MS-OFFICE.
·  ADOBE PHOTOSHOP version 7.

·  KNOWLEDGE OF GBS .
INTERESTS :

·  Reading spiritual books.
·  Playing cricket and chess.

·  Travelling

·  Surfing on net.

LANGUAGES – Hindi, Punjabi, English

PERSONAL BACKGROUND :

· Father Name


S.GURNAM SINGH

· Passport No.


F4119921

· Date of Expiry             14/07/2015

· India Address


R-374, Dera Baba Jaimal Singh

Beas, Distt(Amritsar)

· Uae Address


Al Safeer Group of Companies

Po Box –22320,Sharjah.

DECLARATION:

With great confidence and determination, I assure you that I will not disappoint you. Please give me one chance to serve you.

