CURRICULUM VITTAE

NARESH BODDU
Mob: +919642413425
+971567939165

Email: narijessyl23@gmail.com

‘ CEREER OBJECTIVE

To be an Office Assistant at an organization where my routine administrative and clerical tasks skills will
have used and the rigorous responsibilities that comes with the job will instigate me to perform better.

| HIGHLIGHTS

» Over 3 years' experience in HR Office clerk & executive /Admin Assistant / Finance clerk /
Office boy

» A positive attitude to all sorts of situations and conditions

> Ability to explore new avenues

» Easily adaptable to any sort of environment and very flexible to positive productive ideas from
peers, seniors, sub-ordinates and comrade

» Self-motivated & avid learner

PROFESSIONAL EXPERIENCE

Organization: OMAN INSURANCE COMPANY DUBAI (DO2),
Designation : HR filing clerk & executive /admin assistant /Finance clerk office boy
Duration : 27-DEC-2017, to continued 4 of experience

HR filing clerk / Finance store assistant / Admin assistant:

e Handled multifaceted clerical tasks (e.g., data entry, filing, records management and
billing) as the assistant to the registrar and admissions offices.

e Organizing and maintaining electronic and paper files and managing projects.

e Answering telephone, direct, screen calls, taking and relaying messages.

¢ Maintaining and devising office systems, including filing, data management etc.

e Maintain employee files, assistant with payroll, finance petty and bank cheques, keep
track of confirmation dates, maintain loan credit, debit files, leave records and implement
HR activities to improve effectiveness and efficiency

e Handle purchasing of packaging materials and stationary.

OFFICE BOY
e Arrange the coffee's tea's for all clients
e Meeting, greeting, and talking visitors at all levels of seniority



‘ EDUCATIONAL QUALIFICATION

Appearing for competitive examinations from the institute of India for enhancement of all knowledge &
skills.

S.S.C (2005-2006) From Z. P High School, Rudrangi with an aggregate of "A" grade

10+2 CEC background (2007-2009) From Govt Junior College, Vemulawada with an Aggregate of 54%
B. Com-Computers (2009-2012) From Govt Degree College Agraharam with an Aggregate of 52%
Diploma in Computer Applications and tally ERP9.0 from 01-03-2016 to 31-06-2016.

PERSNOL DETAILS

Full Name ; NARESH BODDU

Father's Name ; MALLAIAH

Date of Birth ; 20-08-1991

Nationality : Indian

Passport number : R 0598966

Date of issue : 02/05/2017

Date of expiry : 01/05/2027

Marital status : Single

Languages known : English, Hindi, Telugu.

Address : H.no: 3-6, Rudrangi, Rajanna Siricilla (Dist.), Telangana, pin-505307.

DECLARATION

In view of the above, I request you to be kind enough to give me an opportunity to serve your esteemed
organization in the capacity mentioned above for which act of kindness. | shall be very thankful and
grateful to you. The above statements are true to the best of my knowledge.

Place : (Naresh)
Date :
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