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Admin Asst, Cashier, Supervisor 

Career Summary: 

A highly resourceful, flexible, innovative, and enthusiastic individual who 

possesses a considerable amount of knowledge regarding administrative and office 

procedures.A quick learner who can absorb new ideas and is experienced in coordinating, 

planning and organising a wide range of administrative activities. 

Well organized and an excellent team player with a proven ability to work 

proactively in a complex and busy office environment.  

Key Skills and Competencies: 

Strong organizational, administrative and analytical skills.Excellent spelling, 

proofreading and computer skills.Ability to maintain confidentiality.Excellent working 

knowledge of all Microsoft Office packages. 

Education and Certification : 

 

 MA in Economics,  ST Hindu College  

underManonmaniamSundaranar University in Apr 2005 

 

 BA in Economics, Arignar Anna College 

underManonmaniamSundaranar University in Apr 2002 

Additional Qualification : 

 Certificate of  Tourism and Development, 

(ManonmaniamSundaranar University in Apr 2001) 

 Diploma in  Computer Accountancy, 

(Under Govt.of India, Ministry of Small Scale Industries) 



Experience:  

Responsible for providing an efficient and professional administrative and clerical 

service to colleagues, manager and supervisors to facilitate the efficient operation of the 

office. 

 

 SUPERVISOR       Nov 2021 to till date 

MSSD Property Maintenance Co.. Chennai. 

 

 Marketing rental properties.  

 Rent calculation for tenants. 

 Organize workers to conduct repairs in buildings. 

 Complete work in government offices such as Electricity Bora, Chennai 

Corporation, Metro Water Dept., Registration Office, etc. 

 Registering employee attendance. 

 Calculating the monthly salary for employees 

 Collecting rent from tenants. 

 Responding to tenant complaints and disputes.  

 Undertaking property maintenance. ... 

 Supervising employees.  

 Handling property budget. 

 Develops maintenance policies and procedures. 

 

     

 Senior Office Staff cum Cashier 

 

M.E.T Engineering College, Tamilnadu, South India.Aug 2015 – Sep 2019 

 

 Provide executive level administrative support to our college chairman responsible 

for managing day-to-day operations 

 Maintaining office documentation 

 Maintaining daily both teaching and non- teaching staff attendance 

 Maintaining Payroll management  

 Providing bona fide certificate to the students for education loan by the bank 

 Regulating and supervising the staff daily attendance  

 AICTE & Anna University approval  processing works 

 Following and monitoring  students admission 

 

 

 

 

 

 



 Sales Coordinator 

(Protech  General Trading LLC.    Deira, Dubai )Aug 2013 – June 2015 

 Trading of Irrigation and Landscaping materials 

 Coordinating of office staff &sales persons 

 Ware house administration 

 Providing work direction to clerical staff 

  Maintaining business premises and other facilities, including plant machinery and 

equipment 

 Greeting visitors and provide information as asked 

 Organizing staff meetings and executive calendars 

  Providing personal and professional support to directors 

 Coordinating and plan meetings and corporate events 

 Creating and maintaining liaison with external agencies and suppliers/vendors 

 Conducting analyses and oversee administrative operations related to budgeting,  

Contracting and project planning and management processes 

 

Office Staff cum Cashier 

 

M.E.T Engineering College, Tamilnadu, South India.Oct 2010 - May 2013  

 

 Provide executive level administrative support to our college chairman responsible 

for managing day-to-day operations 

 Maintaining office documentation 

 Maintaining daily both teaching and non- teaching staff attendance 

 Maintaining Payroll management  

 Providing bona fide certificate to the students for education loan by the bank 

 Receiving as well as checking  the student’s certificates  

 Regulating and supervising the staff daily attendance  

 Arranging the staff meeting in needed 

 AICTE & Anna University approval  submitting works 

 

 Office Coordinator 

 

Power up Printing & Offset, ChennaiFeb 2007 – March 2009 

 Maintaining office documents 

 Maintaining accounts 

 Maintaining Computerized personal records, ensuring accurate report of staff 

details 



Additional Experience: 

National service Volunteer, for one year in   2003 

             Under Govt. of India, Ministry of Human Resources Development.   

Nature of Work: 

 Co coordinating village level youth clubs 

 Conducting govt. programs 

 Introducing and explaining govt. schemes in the village 

 Tsunami rehabilitation works 

 And other Public Service  works  

Personal Details: 

Father’s Name : K.M. Abdul Wahab 

Mother’s Name : S.SalmaBalkies 

Date of birth  : 20.06.1982 

Sex   : Male 

Marital status  : Married 

Religion  : Muslim 

Contact No.  : 8056784511 

Address  : 5/1E1, ShifanaManzil 

    Azadnagar, Thittuvilai 

    Bhoothapandy (PO), 

    KanyakumariDist – 629852. 

 

Declaration: 

I hereby affirm and certify that the above information furnished by me are true 

correct and completed to the best my knowledge and belief. 

                                         Thanking You,          

 

01.02.2024         yours faithfully, 

 

 

























This certificate can be verified by scanning the QR code at 
http://verify.cowin.gov.in

Together, India will defeat 

COVID-19”

In case of any adverse events, kindly contact the nearest Public Health Center/

Healthcare Worker/District Immunization Officer/State Helpline No. 1075

ஏேத�� எ��மைற �ைள�க� ஏ�ப�டா�, தய� ெச�� அ�காைம���ள ெபா� 
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மா�ல உத� எ�. 1075ஐ ெதாட�� ெகா�ள��.
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Certificate for COVID-19 Vaccination
Issued in India by Ministry of Health & Family Welfare, Govt. of India

Certificate ID

Beneficiary Details

Vaccination Details

Vaccine Name /

Vaccinated By /

Manufacturer /

Vaccine Type /

Vaccination At /

Date of Dose /

Dose Number / 

Batch Number /

Beneficiary Name /

Gender /

Age /

ID Verified /

Unique Health ID (UHID)

Beneficiary Reference ID

Vaccination Status /
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வய�

பா�ன�

அைடயாள� சா��

த���� �ைல

த������ ெபய�

 த���� வைக

 உ�ப��யாள�

 ேடா� எ�

 ேப�� எ�

ேடா� வழ�க�ப�ட ேத�

த����ைய வழ��யவ�

த���� வழ�க�ப�ட இட�

16158861960

Mohammed Anwer

39

Male

Passport # P7420383

31544636341124

Fully Vaccinated (2 Doses)

COVISHIELD

COVID-19 vaccine, non-replicating viral vector

Serum Institute of India Pvt. Ltd.

1/2

2021-09-11

4121Z240

2/2

2021-12-11

4121Z240

Jeyajini

Chenbagaramanpudur BPHC, Kanyakumari,

Tamil Nadu
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