MOHAMMAD RASHID ALI

EXECUTIVE SUMMARY

| am looking for work opportunity as an Front Desk
Receptionist / Customer Service& Cashier Teller.

Where | can utilizemy skills and experience to perform my
CONTACT duties and responsibility for the betterment of the company and

[ link2rashid@gmail.com my personal growth

4.6 Years' experience as an Account assistant.
6.5 years' experience as Salesman cum cashier.
Multilingual& Computer Literate.

Qs +97150320 6117
Qs +918584974780

EXPERIENCE

SKILLS
HOTEL RADIANT - KOLKATA, INDIA (Hospitality)
MICROSOFT OFFICE Work as Front Desk Receptionist / Customer Service - Jan
EXCEL 2018 —Till Now
WORD *  Greet and welcome guests in person and on phone.
POWER POINT * Maintain Log Book, including check-in/checkout logs.
*  Pick up and sort daily incoming correspondence and deliver sorted
INTERNET ETC. mail to addresses.
* Maintain executive managers’ calendars by planning & scheduling
conferences.
+ Maintain office supplies by placing orders & evaluating new
products.

»  Calculate bills for services rendered and collect processed
customer payments.

LANGUAG ES * Answer phone calls, book appointments or reservations.
English
HINDI Ghazal Al Bar Trading L.L.C - U.A.E & K.S.A
(Automobiles Spare Parts)
URDU Account Assistant & Officce Administration Work - May 2013 -Oct 2017
ARABIC *  Working With Spreadsheets, Sales & Purchase Ledger & Journals.

* Calculating and Checking to make sure Payments, amount &
records are correct.

»  Sorting out incoming & outgoing daily post, answering any queries.

*  Managing Petty Cash transactions.

»  Controlling credit and chasing Debt.

» Assigns jobs and duties to office staff as needed.

*  Monitors office operations.

»  Track office supply inventory and approve supply orders.

« Billing and computer invoice or purchase order.

* Keep updated employment labor card, vehicle renewal period, etc.




HOBBIES

Traveling
Jogging
Listening to Music

Cooking

Personal Information

* NATIONALITY : INDIAN
* MARITAL STATUS : MARRIED
* DATE OF BIRTH : 01.11.1990

EXPERIENCE

Brooklyn Bridge Shop —Kolkata INDIA (Garments &

Leather Goods)
Salesman cum Cashier - Feb 2011 to Mar 2013

+ Handled cash transactions with customers

*  Scanned goods and collected payments

» Issued receipts, refunds, change, or tickets

* Redeemed stamps and coupons

* Made sales referrals and introduced new products

* Resolved customer complaints, guided them, and provided
relevant information

*  Greeted customers when entering or leaving establishments

* Maintained clean and tidy checkout areas

*  Kept reports of transactions

+ Bagged, boxed, or wrapped packages

» Pleasantly dealt with customers to ensure satisfaction

EDUCATION

 HIGHER SECONDARY IN COMMERCE

 Diploma:DiplomainFinancial Accounting System

| hereby declare that the above-given information is
true to my knowledge and belief.

Thanking you.
Yours truly,

Mohd. Rashid Ali
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