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UMMAR. GK

Email : umarmubu@yahoo.co.in

  Mobile: +971 554798202, +971 0501612336

OBJECTIVE

Seeking for a challenging career opportunity, this will enable me to utilize my previous professional experience and skills in this field and in turn making a significant contribution to the overall success of the organization, as well as to enhance my future position. I request you to give me an opportunity to work under your esteemed organization and I assure you that I will work hard to the best of my ability.

Profile & Skills

· Initiative and quick thinking

· Confident decision maker

· “Can do” attitude

· Honesty,flexible,punctual,hard working and ability to work under pressure

· Strong personality with good interpersonal skills

· Excellent communication skills in multiple languages

· Good computer knowledge

EDUCATIONAL QUALIFICATIONS

· Bachelor of commerce Degree , Calicut University, Kerala,India 
· Manual and Computerized  Accounting Expert 
COMPUTER SKILLS

· Proficiency in the use of MS word, Excel
·  Expert in internet applications
· Tally and Peachtree Accounting Software
LANGUAGE PROFICIENCY

· English (speak, read, write) 
· Hindi    ( speak,read,write)
· Malayalam(speak,read,write)
TOTAL 5 YRS PROFESSIONAL EXPERIENCE

G M Electrical Pvt Ltd Kerala, India
      May 2006 – Jan 2007

Office assistant/ Junior Accountant
Assignments
· Greets and assisting visitors

· Attending the phone calls and email

· Respond and give clarifications for the enquiries of customers 

· Files all respective incoming and out going letters

· Give support and help to the various dept when they require

· Make sure office and surrounding are  keeping clean

· Any messages, pass to the concerned dept.

· Make sure availability of office stationeries

· Make arrangements to send product samples to SE

· Follo up outstanding payments

The New Visitor Trading Dera , Dubai, UAE
May 2007 - June 2010
Salesman with Shop in charge
Assignments


· Making Daily expense and income
· Making manual and Computerized invoice
· Cash controlling



· Systamatically Keeping all files
· Recording customer’s complaint register & feedback 

· Making Petty cash
· Maintaining Local Purchase order
· Attending the Phone calls and emails
· Keeping Customers satisfaction
Millton Rubber Products (Kerala- India)

Feb2004 - June. 2004
Office Assistant  

Assignments

· Proper filing of all documents

· Maintain record for incoming and out going letters

· Assisting for sales billing

· Attending incoming calls

· Assisting accounts Dept. for payment entries

· Folloup for office stationeries

· Give helps for other Dept.

· Good relationship with customers

Nest foods & Beverages corporation (Kerala-India)

Feb. 2003 – Jan 2004 

Office assistant 

Assignments

· Receiving incoming calls 

· Handling Properly all files 

· Coordination with sales Dept.

· Give order for printing and office stationaries

· Calling transporters for dispatches
· Call couriers and documents sending

· Out going , incoming documents filing

· Give help for other Dept.

PERSONAL INFORMATION

Date of Birth 

:
24/03/1984
Sex
        

:
Male 

Marital Status 

:
Single
Nationality 
              : 
Indian 

PASSPORT DETAILS

Passport No

:
F 0151298
Date of Issue

:
6/08/2004
Date of Expiry

:
5/08/2014
Place of Issue

:            Calicut
Visa Status                     :           Eployment Visa (NOC Available)
     I hereby undertake that all the information stated above is correct to the best of my knowledge and belief. 

   UMMAR  GK
