MOHD ABID


WORK EXPERIENCE
15-04-2022 – 31-01-2023 – Doha Qatar
ADMIN ASSISTANT
THE LIVING ADVENTURE GLOBAL EVENTS by ACCOR - QATAR

· Implement clerical duties and administrative processes.
· Photocopy and print out documents on behalf of other colleagues.
· Greet and assist visitors to the office.
· Coordinate repairs to office equipment.
· Maintain up-to-date employee holiday records.
· Manage staff appointments.
· Answer telephone calls and pass them on.
· Resolve administrative problems. 
· Develop and update administrative systems to make them more efficient.
· Reply to email, telephone, or face to face inquiries.
· Maintain computer and manual filing systems.
· Book conference calls, rooms, taxis, couriers, hotels, etc. 
Organize travel arrangements for senior managers

29-09-2019 – 13-07-2022 – Delhi, India
ADMINISTRATIVE ASSISTANT
BLACKBOARD EDUCATION AND RESEARCH FOUNDATION

· Answer and direct phone calls.
· Organize and schedule appointments.
· Plan meetings and take detailed minutes.
· Write and distribute email, correspondence memos, letters, faxes and forms.
· Assist in the preparation of regularly scheduled reports.
· Develop and maintain a filing system.
· Update and maintain office policies and procedures.
· Order office supplies and research new deals and suppliers.
· Maintain contact lists.
· Book travel arrangements.
· Submit and reconcile expense reports.
· Provide general support to visitors.
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P  +974 50306631
abid.true15@gmail.com
    Matar Qadeem 
       Doha Qatar 387510
 SUMMERY
I am looking for a responsible Administrative Assistant to perform a variety of administrative and clerical tasks. Duties of the Administrative Assistant include providing support to our managers and employees, assisting in daily office needs and managing our company’s general administrative activities.


 SKILLS
Reporting Skills
Problem Solving
Inventory Control
Multitask
Microsoft Office Skills
Typing Skills
Teamwork
Supply Management
Flexibility
Analytical skills
Attention to detail

 ACHIEVEMENT & AWARD
· Appreciation Certificate from ACCOR

· Certificate of Hotelogix PMS Training on “Guest Service”
· Certificate of Hotelogix PMS Training on “Housekeeping Module”

 
LANGUAGE SKILLS
· Hindi
· English

PERSONAL DETAILS
Father		: Late. Mohd Yaqoob
Date of Birth	:10/06/1996
Marital Status	: Single
Nationality	: Indian
Passport No	: P3461855

05-06-2017 – 28-09-2019 – Delhi, India
DATA ENTRY OPERATOR
ISON INDIA PVT LTD
· Compile, verify accuracy and sort information according to priorities to prepare source data for computer entry
· Review data for deficiencies or errors, correct any incompatibilities if possible and check output
· Scan documents and print files, when needed
· Keep information confidential
· Respond to queries for information and access relevant files
· Ensure proper use of office equipment and address any malfunctions
· Proven data entry work experience, as a Data Entry Operator or Office Clerk
EDUCATION
DOCUMENT CONTROLLER with ACONEX  01-09-2023 to 01-11-2023
LEADERS TRAINING- CENTER
Address Doha, Qatar.

BACHELORS OF BUSINESS ADMINISTRAION  01-07-2014 to 31-07-2017
Mahatma Jyotiba Phule Ruhelkhand University
Address: Bareilly, Uttar Pradesh India 

ADVANCED DIPLOMA IN COMPUTER APPLICATION  01-11-2014 to 01-01-2016
Address: Nagina, Uttar Pradesh India 

INTERMEDIATE  01-06-2011 to 31-06-2013
UP BOARD
Address:  Uttar Pradesh, India

HIGH SCHOOL  01-04-2010 to 25-05-2011
UP BOARD
Address: Uttar Pradesh, India

MOHD RAZIK
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