Shiby 
Shiby.100434@2freemail.com 

Career Objective

Self determined and self motivated individual with sense of responsibilities and organizing ability with initiative and drive. To take challenging assignments and this will enable me to discharge my duties diligently and to the complete satisfaction of my superiors.

Educational Qualifications 

B.A from Kerala University

Pre Degree from Kerala University

S.S.L.C from Kerala Board of Public Examinations.

Computer Skills

Diploma in Office Automation and Graphics (Ms Word. Ms Excel, Ms PowerPoint, Ms Access, Tally6.3, Ms Dos)

Typing Speed: 35-40 wpm

Behavioural Competencies

· Initiative – ability to work with minimum supervision and make suggestions with best practice and improving current processes and procedures 

· Time Management – able to prioritize, plan ahead and achieve objectives within set timescales.

Experience

· WINGSPAN GROUP OF COMPANIES, MUMBAI, INDIA.


Wingspan is the Passenger Sales Agent (PSA) and Cargo Sales Agent (CSA) of AEROFLOT-RUSSIAN Airlines. Wingspan group is active in the field of civil aviation in India for over a decade now and their niche lies in Russia.

Designation: - Administration and Accounts Executive
Duration: - 01/10/2004 to 30/04/2009.

Job Profile
· Preparing accounting vouchers (receipts, payments, journal vouchers )
· Preparing Purchase Orders.
· Posting of invoices, payments and receipts into the Accounting System.

· Manage and maintain HR records including, staff lists, starters and leavers list etc. 
· Maintaining and updating HR filing systems
· Maintaining general ledger and books of accounts
· Petty cash claims and reporting.
· Maintaining Attendance register, leaves register etc.

· Verifying the accuracy of invoices and other accounting documents or records.
· Dealing with customers, and liaising with senior management

· Processing of bulk mailing to customers.

Personal Details

Date of Birth                   30th Dec 1978

Sex                                 Male

Religion                          Christian

Nationality                       Indian

Marital Status 

 Single
Visa status

  Visit Visa

