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The Manager,
Human Resource Department



Sub:  Application  for  Admin Assistant  or Clerical Post

Dear Sir,
As mentioned to the above subject, I wish to introduce myself as a candidate having HR Assistant  more than 6.5 years’ experience in Different Field. I wish to develop my present career, which I feel I can attain from my efficiency with clients. I attached my CV here for the reference.

I will be very glad to meet you with all my testimonials, if you wish to have a personal interview, at any time of your convenience. For any further data, please feel free to contact me.

With sincere thanks on consideration
Best Regards,

Saidul Abid
Mob: +974 33833960
Email: saidulabid.kp743@gmail.com
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Saidul Abid K.P
Email:saidulabid.kp743@gmail.com
Mobile: +974 33833960



	
	Objective:
To obtain a suitable position in the field of Human Resourse / Clerical where I can contribute my skills and experience towards accomplishing the goals and objectives of the organization with sincere dedication.
Professional Qualification:
A young & high-energetic candidate with excellent documented record of accomplishment & success in the field of Human Resourse & Clerical, which has broadened both the perspective & abilities. Highlights of the background include Assisting HR Officer Practitioner  , well versed with computers, & around 4 Years vast experience in different fields in GCC. Looking forward for a challenging position as an Asst HR Officer or Clerk with the potential for advancement in a growth-oriented organization, which offers diverse job responsibility in exchange of dedication.
Professional Experience:
[image: solid logo]Assistant HR Officer  (Solid General Construction L.L.C )
Doha – Qatar,
From March 2011 At Present
Job Description

· Setting up, monitoring and then tracking employee probationary periods.
· Carrying out background and reference checks on prospective employees.
· Acting as the first point of contact for anyone inquiring about a vacancy.
· Keeping track of any employee anniversaries and awards they are due. 
· Maintenance of the HR records and systems.
· Resolving typical and common hiring problems.
· Negotiating with candidates, employers and related third parties..
· Writing up contracts, including terms and conditions.
· Handling all confidential information in a professional manner.
· Knowledge of specialist HR software and automated systems.
· Having in depth conversations with people over the phone & face to face.

[image: ]Office Assistant ( Power Print L.L.C )
Dubai-UAE 
from 2007  to 2010
Job Description
· prepare invoices daily
· organize and track purchase orders
· assist with processing payments
· handle delivery queries
· liaise with customers and suppliers
· create and maintain customer databases
· prepare correspondence, memos and quotes
· answered, screened and routed all incoming calls
· receive and assist customers and visitors
· assist with the organization of promotions and events
Educational Qualification:
· Higher Secondary Education
· S S L C (Secondary School Leaving Certificate) Board Of Public Examinations, Kerala, India
Computer Skills:
· Operating system: Windows 10/8/7 
· Excellent in MS office packege (Word, Excel).
Additional Skills:
· Good communication and writing skills.
· Able to work in a diversified environment.
· Well organized, punctual and efficient in the entrusted duties.
· Excellent computer knowledge.
· Very punctual and committed to the career.
· Polite and well mannered.
· Very good interrelation among the colleagues.
· Ready to work under pressure.
· Motivated, efficient, accurate and detail-oriented.
· Strong analytical and problem solving abilities.
· Effective written and verbal abilities.

Personal Information’s:

Full Name	:	Saidul  Abid. Kakkotakath Puthiyapurayil 
Gender	:	Male
Date Of Birth	:	25/05/1981
Nationality	:	Indian
Religion	:	Islam/Muslim
Marital Status	:	Married
Languages	:	English,Arabic, Hindi, & Malayalam ( Read & Write)
Passport No.	:	H6096260
Date of passport Expiry	:	09/06/2019
Place of Passport Issue	:	Dubai – UAE 
Visa Status	:	Valid Qatar Residence
		Transfereble Visa
Reference:
Available  upon request.



DECLARATION
The above-furnished information is true to the best of my knowledge and belief and can be supported by relevant documents as required.


Place:Qatar							                           Saidul  Abid
Date :
image3.jpg
ﬁ?b
4
POWERPRINT

Excellence Through Innovation




image1.jpeg




image2.jpeg




