FAYAS ABDUL MUTHALEEF

ADMINISTRATOR-DOCUMENT CONTROLLER-HR ASSISTANT

H +91 8891410075 n f‘j‘ggﬁgnﬁ‘;tha'eef H Kerala, India

OBJECTIVE

Seeking to Challenge Position in an Organization to Develop my
Skill with Commitment & Hardworking Ability, with Educational
Knowledge & Experience Level and to the Organization
Development.

EXPERIENCE

Administrator/Document Controller/Timekeeper

Almana Glass, Redco Construction Doha, Qatar
June 2022 — June 2024

R/
0’0

Data Entry for Performa Invoices

Data Entry for Workorder

Data Entry for Delivery Note

Data Entry for Invoicing

Issuing Gate passes

Making Invoice in Tally ERP 9

Secretarial work for working Company & Sister Company
(Al-Jassra Fiberplast, Doha)

Verifying LPO & Approved Performa Invoice

Making & Releasing Workorders with Drawing & Details
Issuing Memo & Instructions

Carries Out such as Filing, Typing, Copying, Binding &
Scanning

Ordering and Taking Stock of Office Supplies
Answering & Redirecting Phone Call
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Timekeeper

Almana Glass, Redco Construction Doha, Qatar
February 2019 — June 2024

% Assisting P.R.O for H.R Documentation (HR Forms & Payroll
Verification)

https://www linkedin.co
8 m/in/fayas-abdhul-
muthaleef-576543154/

EDUCATION

Bachelor of Business
Administration with Retail
Management.

Bharathiyar University
2014-2017

Coimbatore, Tamil Nadu, India

HSE in Commerce with
Mathematics.

Kerala State Syllabus
2012-2014

Alathur, Palakkad, Kerala, India

S.S.L.C

Kerala State Syllabus

2012

Alathur, Palakkad, Keraia, India

KEY SKILLS
< MULTI TASK
% OUTLOOK

% STRONG PROBLEM-
SOLVING ABILITY

< MS OFFICE

< HARDWORKING

% HONEST

> TALLY ERP 9-INVOICING

X 3




% Arranging All Supporting Document for Monthly Timesheet &
Send to Head Office with Authorities Approval (Overtime,
OBF, Daily & Monthly Attendance)

< Preparing Monthly Timesheet on Time

Administrative Assistant

Almana Glass, Redco Construction Doha, Qatar
June 2021 — May 2022
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Data Entry for Performa Invoices

Data Entry for Workorder

Data Entry for Delivery Note

Verifying LPO & Approved Performa Invoice

Making & Releasing Workorders with Drawing & Details
Carries Out such as Filing, Typing, Copying, Binding &
Scanning
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Storekeeper

Almana Glass, Redco Construction Doha, Qatar
February 2019 — May 2021

<

»  Taking account of Incoming & Outgoing of Goods from Store
Monitoring Stocks Frequently & Submitting to Finance
Department

Maintaining Documents - Receipts and Issue Report
Preparing GRV (Goods Receipt Voucher) & Submittal to
Procurement Department

+ Requesting Materials On time by Demand
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Assistant Store Manager
Reliance Jio Telecom Kerala, India
February 2018 — July 2018
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Sales for Cellular Card & Mobile Phone

Ordered Supplies and Kept Inventory at Optimal Level
Updating Stocks & Inventories

Control whole Store Includes Open & Close with Sharp
Schedule
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| Hereby declare that all the information given above is true and correct to the
best of my knowledge. All the information shared in the resume is correct, and
1 take full responsibility for its correctness. | solemnly declare that the
information in this resume is true to the best of my knowledge and belief.

Place: Kerala, India
Date 01-07-2024 Fayas
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PERSONAL INFORMATION

DOB : 11-06-1996
NATIONALITY : INDIAN
PASSPORT : R 6353118
MARITAL STATUS: SINGLE

HOBBIES

CREATIVE CONTENT
DEBATES

CRICKET

FILMS & DRAMA
BEACH HANGOUTS
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https://drive.google.com/drive/my-drive
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N BHARATHIAR UNIVERSITY, COIMBATORE.
PROVISIONAL CERTIFICATE
Redister No, : LAFSRO013 59918
ng&ter O - Folio No.:
This is to certify that FAYAS A
has qualified for the Degree of BACHELOR OF BUSINESS ADMINISTRATION
- he / she having passed the final examination held in APRIL 2017 as follows -
- PART 1 MaLAYALAM THIRD CL.ASS
PART I1 ENBLISH THIRD [L.ASS
PART Iii BUSINESSE ADMINISTRATION SECOND CLASS
(RETAIL MANABEMENT}
-
- ! o
- : Coimbatore 641 D48 L, /
Date 31/Q7/2017 ‘x«_&;} Controfier ~fFExaminations

https://drive.google.com/drive/my-drive
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$Z0N\ AL MANA GLASS L.L.C

Date: 04-July-2024
Doha — Qatar

Experience Certificate

We would like to inform you that Mr. FAYAS ABDUL MUTHALEEF Indian
Nationality Passport Holder No: R6353118 Worked for us as

< STOREKEEPER / TIMEKEEPER From 17-February-2019 to 31-May-2021

s ADMIN ASSISTANT / STOREKEEPER / TIMEKEEPER From 01-June-
2021 to 31-May-2021

s ADMIN / DOCUMENT CONTROLLER / TIMEKEEPER From 01-June-
2022 to 30-June-2024

During this Period, the company witnessed him with scientific and practical
competence and good morals and this is our testimony to that.

Yours Sincerely —

ALMANA GLASS”~

S




