COVERING LETTER

Subject: “Administration Staff” position candidacy.

Dear Madam/Sir,

Please accept this letter as an expression of my interest in the position of
“Administration Staff” in your organisation. | am a motivated and progress-focused person with a
short-standing background in commercial industry. With a track record of initiative and

dependability which | believe will prove valuable to organisation.

Throughout the course of my last tenure, | have good exposure to group and individual
instruction abilities, prioritizing and managing projects with proficiency. | try to be tuned with new
developments in my field. | enjoy coordinating in events and official activities to achieve a common

goal.

Please take a moment to review my attached resume and credentials. | would greatly

appreciate the opportunity to speak with you regarding my candidacy. Thank you for your

consideration.

Sincerely,

Umme Salma Shaikh



UMME SALMA SHAIKH

CAREER OBJECTIVE:

| am looking forward to work as “Administration Staff”. | am
self-motivated, love to participate in events, official activities
and achieving goals within deadlines through my best
knowledge and efforts.

PERSONAL DETAILS

Mobile 054-7791724 / 055-9233406

Email :  ummesalma.mys@gmail.com
yusufshaikh9217 @yahoo.com
20t Jun 1988 PROFESSIONAL EXPERIENCE:
e Since past one year worked as “Administrative
Assistant” in AL BATHA Learning & Development

Department, Sharjah. Participated in their annual

Birth Date
Gender Female
Nationality : Indian

Islam. Sunni Muslim.

Religion

UAE Visa
Visa Expiry

HUSBAND’S VISA
23 Oct 2025

SKILLS

COMPUTERS:

Goods hands on Computers.
Internet Surfing, Outlook, Word,
Excel and Power Point.

LANGUAGES:

Quite confident with English,
Hindi and our local language
Konkani.

QUICK-LEARNER:
Always excited to learn new
things.

HOBBIES

QURANIC LITERATURE:
Read, listen and learn Quranic
literature.

ONLINE-LEARNER:

As today’s world has become
digital. | like to explorer web for
good content. Learn informative
blogs. Hunt out creative and
informative videos and many
more.

CREATIVE:
Love to do HINA (Mehndi) work
for myself, relatives and friends.

function, keeping track of required attendance, gift
list and activities of celebration.

Since 1%t Dec 2023 till 30t Nov 2024.

Worked as “TEACHER” in “WOW Kids Wonder Land
Pre-School”, Mapusa — Goa, India.

Since 15t Jun 2022 till 315 Mar 2023.

EDUCATIONAL QUALIFICATION:

Completed B.Com. (Bachelor of Commerce) from
Yashwantrao Chavan Maharashtra Open University,
Nashik (2013-2016).

Completed Higher Secondary from National Institute
of Open School through Don Bosco High School,
Goa (2012)

Completed Senior Secondary from Holy Cross High
School, Goa (2005)

PROFESSIONAL SKILLS:

Confident enough to work with office devices and
eager to learn new things.

Have good communication skills to deliver the subject
in an easy and effective way.

Knowledge in utilizing all the modern teaching aids
such as computers, internet surfing, online tests,
power point presentations and so on.

Have a caring attitude towards children’s needs and
concerns.

Have a strong desire to enhance my efficiencies and
to grow progressively with organisation.

DECLARATION:

| hereby declare that all the above information is true

to the best of my knowledge.



albatha @ clah )

Date: 17™ December 2024

TO WHOMSOEVER IT MAY CONCERN

Ms. Umme Salma Shaikh, holder of Indian passport no. R9134642, has worked with us in the Albatha
Learning & Development department as ‘Trainee’ from 1st December 2023 till 30th November 2024.

During her short tenure Umme Salma was found to be diligent, hardworking, reliable, and resourceful.
While at work she took initiatives in implementing new ideas. She consistently displayed a strong work
ethic, exceptional skills, and dedication in achieving outstanding results. She successfully fulfilled her
responsibilities, which included the following:

e Actively participating in to plan, organize & execute the Albatha Learning Festival 2024 (ALF).
e Schedule online Bite-Sized training sessions, during ALF 2024

e Register employees for the required training.

e Update training records in the Learning Management System

e Participate in organizing and conducting various team events.

¢ Organize events for the Albatha Women’s Wellness Club

e Designed, developed & delivered ‘Basic Spoken English’ training modules

During her short tenure with us, Umme Salma greatly contributed to delivering high-quality work. She
demonstrated excellent problem-solving abilities, effectively collaborating with team members, and
consistently meeting project deadlines.

Moreover, Umme Salma consistently displayed personal qualities that greatly enhanced her contribution
to the team. She was reliable, punctual, and demonstrated a strong commitment to her work. Her positive
attitude, eagerness to learn, and willingness to take on additional responsibilities made her an invaluable
asset to our team.

Based on her performance and dedication, | highly recommend Umme Salma, for any future endeavors.
She has consistently demonstrated the qualities and skills necessary for success, and | am confident she
will continue to excel in her professional pursuit.

I am confident that her exceptional skills, strong work ethic, and remarkable contributions will make her
an asset to any organization.

Sincerely,

Sabiha Kazl
Group Learning & Development Manager
ose 634oS 4 F

fo o 3 st slanull
Albatha Holding LLC
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evald Plaza 1, Level 22, Downtown Bur) Khahita, PO Box 7400, Dubat, UAE - Tel 971 4 3711300 Fax «971 4 3255047

fErnal business calbatha com  www albatha com



Date: 315t March 2023

TO WHOMSOEVER IT MAY CONCERN

This is to certify that Mrs. Umme Salma Shaikh holding passport no. R9134642
was working in our Wowkids Wonderland Preschool as a “Teacher” from 1%
June 2022 to 31% March 23. During the tenure of her services with us we found
her sincere, honest, and hard working. We have no objection to relieve her
from the services for the better prospect. To the best of our knowledge, she
bears a good moral character.

This certificate is issued on her request and we wish her all the success in her
future endeavours.

Yours faithfully,

For Wowkids Wonderland Preschool
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HIRA TUIRTSY REPUBLIC OF INDIA

s/ Type e g wrs Coumry Code  wramtda/ Pnsm—
P IND

@/ Surname i R 9 1 3 4 6 4 2

SHAIKH

f2a1 a1 = / Given Nome(s)
UMME SALMA MOHAMMED YUSUFﬁﬁ-

<rgimen / Nationality féin / Sex =St Date of Birth
YT / INDIAN F ool i

o1 var / Place of Birth g .

HAPUSA, GOA

AT W @ «ar1 / Place of Issue

‘1PANAJ1
ondl me 9 fafe / Date of Issua  wrenfte o f 121/ Date of E.xbiry

19/06/2018 18/06/2028

P<INDSHAIKH<<UMME<SALMA<MOHAMMED<YUSUF<<<<<<
R9134642<0IND8806208F28061 81<<<<<<<<KKKkK?

L

fren / wrpA affmam @ am / Name of Father / Legal Guardian R9O134642
BHSHIRAMAT BALLARI

Hl‘:l. @l l‘ fiér-rae of Mother
SHAHIDABI BALLARI

ey 21 werl) w1 AW
Y

MOHAMMED

T/ Address

FLAT. NO. G1 ASHIANA D2 CO.OP.HSG.SOC.LTD XELPEM

USUF’ SHAUKAT ALI SHAIKH

DULER MAPUSA ,NORTH GOA E"T

PIN: 403507 GOA,INDIA

én-\ wretd A e goin ond @ W [ g e 7 0ld ‘Passport No. “with Date and Place of 1ssue
G

718855 23/06/2008 PANAJI

’/o
ff1°;1271‘77118
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UNITED ARAB EMIRATES e - RESIDENCE

784198893789598 = wJ' oy
201/2023/3/515478
R9134642

& VL ) i 7ol i g daaa el )
UMME SALMA MOHAMMED YUSUF SHAIKH BHSHIRAMAT
BALLARI
S Ay
HOUSEWIFE

L Pl s t._n&ulnc\i}ﬂuﬁuy.\m,uu
MOHAMMED YUSUF SHAUKAT ALI SHAIKH

24/10/2023

1




uNifED ARAB EMIRATES P vL';;iLV‘,

FEDERALAUTHORITY FOR IDENTITY & ’",l "H‘ O YA
CITlZENSHiP CUSTOMS & PORT SECURITY " R A DR S d_)L.._.;.a..rl, L._u.._‘.a,.!l,

b b
Resudent Identity Card '}U\I pdha &y ,‘,a Ay
ID Number / 4-:_39.!\ ad)

784-1988-9378959-8 2
5JYhuu\McaumyuAaw¢luuA\ o
Nsiia: Umme Salma Mohammed Yusuf Shaikh
Bhshiramat Ballari

7
i
=
|

!

i

I

|

l

l‘ i Date of Birth: 20/06/1988 ;AMté__Uu'
;‘ ‘
|

|

1

l

; Lglt 4y pgan Anall
Nationality: India
Issuing Date / Jlsa¥) s b
24/10/2023
ExpiryDate /. s g8
23/10/2025

: ;Card Number/ ’UW‘ eb

Famlly Guarantor: Mohammed Yusuf Shaukat AhShmkh =
; ‘E‘JJ - JLMY‘ uLSA
R IssumgPlace: Dubai < SRLN

“ 2, eyou find this card, please raturn itto the issuing Lga ‘;JH,ALaJ _a,ll RN uﬁm}l.,_‘c &%
X arganization or to the neéarest police station u,—. );)_, _‘)_;) “,_,4 _,{L_‘ l B ..0 A

ILARE1326661931784198893789598
8806208F2510239INDKLKLKLLLLLLKLLT7
BALLARIK<KUMME<SALMA<MOHAMMED<KY




