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RISHAD.P




Email: rishkpl@gmail.com

Contact No: +973 35045150
Objective: 
Willing to work in a dynamic, challenging and growth oriented Company that allows me to utilize my knowledge and experience to contribute for the growth of the organization. 
Employment Skills: 

· Well knowledge in EMS(Expat Management System) LMRA,NPRA ,Gosi,Sijilat,CPR, and all the visa related works.
· Maintained excellent customer relations and developed customer rapport. 
· Developed ability to work in a fast paced environment. 

· Diplomatically resolved customer's complaints on as-needed basis. 

· Ability to follow instructions well and make decisions with no supervision. 

· Maintained all record keeping procedures without error. 

· Motivated and supervised employees on daily basis. 

· Effectively developed telephone communication skills and consistently met quotas. 

· Delegated responsibilities to employees to meet company's expectations. 
Responsibilities include: 

· Maintaining files  

· Attending Visitors. 

· Interaction with clients. 

· Receiving & sending E-mails. 

· Updating & reporting of the details job. 

· General Correspondence 

PERSONAL STRENGTH

· Willingness to learn & have good analytical skills.

· Develop good support with all who come in contact.

· Work systematically in planned manner to achieve better result.

· Have equanimity of mind, which helps to face moments of crises & come over them.

· Have expertise guides and teachers.  
Qualifications: 

· Bachelor Of Degree in ENGLISH Literature(CALICUT UNIVERSITY)

· Plus Two Humanities (HSE Board of Kerala, India)
· SSLC (Govt. of Kerala, India).

Professional Qualification 

          Microsoft Certified Professional (MCP)
          Cisco Certified Network Associate (CCNA)  
CAREER HISTORY

· 3 years experience from Helpway Documents Clearance office in Hoora, Kingdom of Bahrain.
· 1 year experience from Starworth Business Consultancy office in Hoora, Kingdom of Bahrain.

· Currently working AIRLINK BUSINESS CONSULTANCY in Manama.
Special Skills: 

· Ready to face challenges. 

· Sincere, dynamic and hard-working. 

· Ability to interact with all kinds of people. 

Communication Skills:  English, Arabic, Hindi and Malayalam 

Hobbies: Listening music, net surfing
PERSONAL DETAILS

Father’s Name

         


Alavi.Pt

Date of Birth  

         


28 May 1986

Gender                  



Male

Religion


          

Islam

Nationality           



Indian




Driving license




Indian
Permanent Address 



pattathodika House,








Kappil PO,








Wandoor

Malappuram DT,

679328 pin

Kerala,

India.

DECLARATION

All the information provided above are true and correct to the best of my knowledge & belief. If you provide me an opportunity to serve for your organization, I promise I will try my best by discharging my duties towards the betterment of organization.
Date: 
Place:
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