
IT SKILLS;

Microsoft Excel, Word PowerPoint

and Photoshop.

VIDEO EDITING SKILLS;

Experienced in using many of the

video editing software. 

Excellent team leadership ability

Exceptional communication

Performance management

Commercial awareness

Customer-facing leadership

Awarded "Employee of the month " for

the months of April, May and August

in 2022.

S K I L L S

A C H I V M E N T S

P R O F E S S I O N A L
S K I L L S

+971562352149

hanfaskhan12@gmail.com

P R O F I L E

E X P E R I E N C E

ACCOUNT ASSISTANT 

PASS CORPORATE SERVICE PVT LTD, 

CUSTOMER SERVICE EXECUTIVE FRONT-LINERS FOR
THE GOVT OF ABUDHABI (  2022-2023)

HANFAS ROSHAN V M

C O N T A C T

To improve business operations, a creative commercially and digitally aware team
player with administrative expertise and business savvy is needed .stays
current on trends and regulations to keep organization on-track and compliant.
through, diligent professional with strong attention to detail and decisive
approach to problem solving.

G r e e t s  p a t i e n t s  o r  t h e i r  f a m i l i e s  a n d  fi n d s
o u t  t h e  n a t u r e  o f  t h e i r  e n q u i r y  K e e p s
a c c u r a t e  r e c o r d s  o f  d i s c u s s i o n s  w i t h
c u s t o m e r s  /  P a t i e n t .  
P e r f o r m  d u t i e s  o f  h a n d l i n g  P a t i e n t  
D e v e l o p s  a n d  m a i n t a i n s  t h e
f e e d b a c k / c o m p l a i n t  p r o c e d u r e  f o r  c u s t o m e r s

    t o  u s e  a n d  r e c e i v e  r e d r e s s a l  
C o m m u n i c a t e s  a l l  i n f o r m a t i o n  t o  F l o o r
S u p e r v i s o r  o n  d a i l y  b a s i s  

0 9 / 2 0 1 9  -  0 6 / 2 0 2 0 ,  K e r a l a ,  I n d i a
P a s s  c o r p o r a t e  s e r v i c e  w o r k i n g
u n d e r  m i n i s t r y  o f  c o r p o r a t e  a ff a i r s ,
G o v t . o f  I n d i a .  
w o r k e d  b e f o r e  a s  a n  A c c o u n t s
A s s i s t a n t  t o  t h i s  c o m p a n y .  

C o l l e c t i n g  a l l  b i l l  b o o k s  &  r e c e i p t s
v o u c h e r s  f r o m  a l l  o u t l e t s .  G e n e r a t e s
a c c o u n t i n g  s t a t e m e n t s  a n d  r e p o r t s .  
R e s e a r c h e s  c a s h  r e c e i p t s , c o d i n g  a n d
p o s t i n g  o f  r e c e i p t ʼ s .
 S u m m a r i z i n g  a n d  p r e p a r i n g  d e t a i l e d
r e p o r t s  f o r  a l l  t h e  o u t l e t s . .  
M a i n t a i n s  t e l e p h o n e  a n d  p e r s o n a l
c o n t a c t  W i t h  s t a ff  a n d  v e n d o r s  o n
r e c i e v a b l e  m a t t e r  A s  d i r e c t e d  b y
m a n a g e r .  



EDUCATION

MBA
  London american city college /sharjah 2021-2023

pursued masters in business administration in logistics
       and supply chain

BACHELOR OF COMMERCE

HINDUSTAN UNIVERSITY CHENNAI (2017-2020)

Pursued bachelor of BBA
Was a member of student union

Date of birth : 15/07/1998

Nationality : India 

Visa status : Employment (valid till
                         (Aug/2022 - Aug/2025)

Passport No : V2143975
 
Marital status : single

PERSONAL INFORMATION


