JOB APPLICATION

Dear Sir / Madam

RE: Application for Accountant and documents controller

Please accept my resume in support of my application

Having studied the job description, my diverse skills, knowledge and experience are strong
match for the role.

| have a track record of achievement which | will replicate in the position. For example, in
my last role, | helped my team achieve record sales for a new company product launch.
Having researched your company, | am confident my work ethic and values align

perfectly and can build a long-term career here. Considering my application, and | look forward

to hearing from you in due course.

Your Sincerely,

SAIMA PARVEEN
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: | am able to handle multiple tasks on a daily basis,

| am a dependable person who is great at time
management, | am always energetic and eager to
learn new skills and | have experience working as part
of a team and individually.
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Contact Experience
[] | 971568272917 ? HOTEL RECEPTIONIST
BLUE SKY HOTEL (RAMPUR U.P) JUNE 2021 - MAR 2022

N | saimaparveen9850@gmail.com
A Receptionist's duties and responsibilities include greeting

9 ‘ INDIA visitors, helping them navigate through an office, and
supplying them with refreshments as they wait

SALES ASSISTANT
? VISHAL MART MAY 2022 - NOV 2023

-
Educatlon Greeting customers and offering assistance. Recommending
products or merchandise to help customers. Answering
guestions and addressing concerns. Informing customers

o GRADUATION about sales, promotions and policies.

COMMERCE

2021-2023 ? MESSENGER

RAZA DEGREE COLLAGE DOC AXIS CORPORATE SERVICE Jan 2024 - STILL WORKING
RAMPUR U.P DUBAI

Securely delivers packages, documents, written and verbal
©® INTERMEDIATE messages, and other items to intended location or recipient in
COMMERCE a timely manner. Manages incoming mail so that it is opened,
2020-2021 sorted, and distributed in a professional and timely manner.

Processes outgoing mail and manage account
RAMPUR NATIONAL SCHOOL

RAMPUR U.P

Skills Language

Time management o000 Hindi English
Communication 00

Teamwork [ X XO) G G
Active listening [ X X@)

COMPUTER DIPLOMA 000

Problem-solving 0O



