RESUME
JAVED ALAM
Address- Jabel Ali Industrial area 01 Parco near Nesto hypermarket TAS Accommodation makaani number-
0898266876
Dubai-(UAE)
Mobile-+971
504785370
E-mail–javed.alam765@gmail.com
CAREEROBJECTIVE
Intend to build a career with leading corporate of hi-tech environment with committed & dedicated people, which will help me to explore myself fully and realize my potential.
WORKINGEXPERIENCE
Organization                              : Swastika Invest Mart Limited
Designation                                : Operation Executive
Location                                       : Indore (MP)
Job Type                                        : Permanent
Employment Status                   : Full Time
Experience                                 : Jan 2015–April 2019
JOB RESPOSIBILITIES
1.Responsible for data punching and verification of information of Equity & Demat forms (Offline & Online).
2.Responsible for all back office operation related to filing and documentation of online and offline accounts, interacting & Member Client Agreement Franking.
3.Responsible for keeping track of all of the received all types forms, and performing all the administration duties of the same
4.Interacting and coordinating with the helpdesk regarding all matters related to welcome kits along with general administration.
5.Responsible for updating and modifying the details of clients accounts such as bank, address ,e-mail, phone number, change in pay out mode and addition of
IFSC Code.

6.Responsible for Data base management using Advance excel, filter functions & formulas ,PivotTable & charts ,Importing & exporting data, Validating & analysis, Collating data from different locations
ACADEMIC QUALIFICATION
XII Commerce (stream) from Kendriya Vidyalaya Jalipa Cantt.

Bachelor of Business Administration-
Manonmaniam Sundarnar University Tirunelveli (Tamilnadu)

PERSONALDETAILS
Nationality	: Indian
Place of birth	: Kopa
Sex	     : Male
Language Known                  : English & Hindi
Marital Status                        :Married
Nationality	:Indian
Date of birth	:10-03-1992
Passport Detail                      : N7533445
Passport Issue Date                : 22/ 01/2016
Visa Status                              :  Visit visa

MYSTRENGHT
•Continuous Desire for Excellence
•Committed to High Performance & Qualitative Deliverables
•Effective Team Player
•Easily Adaptable to Work on any Environment
DECLARATION:-
I here by do solemnly affirm that the details furnished here are true to best of my knowledge and belief ,for any discrepancies found I should be fully responsible.
DATE
PLACE- Dubai(UAE)
(JAVEDALAM)


