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CV No: 928806
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
To seek an opportunity to work in a result-oriented organization that can tap into my potential, where I can also contribute the skills acquired from my MBA studies.  To acquire experience and learn, hone & maximize my skills for the furtherance of my career in the chosen field. 

EXPERTISE

· Excellent in data management & with good record keeping abilities.
· Proven to be hardworking and trustworthy.
· Goal oriented
· Gives high emphasis on accuracy and detailing.
· Willing to learn new skill and able to do multi-tasking.
· Fully committed to providing service for the achievement of the objective
        of the organization.
SOFTWARE PROFICIENCY:

·  MS Office ( Excel, power point, word)

· Tally ERP 9

· Project Training Certificate ( Topic:-working capital Management)
EXPERIENCE SUMMERY:
   Company:         Agencies Pvt .Ltd

   Position Held:   Account Assistant
   Duration        :  Aug 2011 to Aug 2012

Responsibilities:- 

· Maintaining computerized book of accounts.

· Preparation of payment and receipt voucher.

· Ordering & purchasing materials. 

· Handling daily banking transactions like cash deposits,cheques etc.

· Handling daily activities of business.

· Maintaining reports and documents.
· Preparation of  Receipts, Payments & Expense voucher

· Follow up of debtors and creditors

· Handling petty cash and cheques

· Reporting to the Account  manager
· Preparing bank reconciliation statement

PROJECTS & TRAININGS ATTENDED:

· Project  Training in working capital management (g’sons apparel )

· Organization Study in Rubco Cycle Tyres

· NCC Cadet Training

· Personality development  training

QUALIFICATIONS:

· Master of Business Administration in Finance (2009-2011)
· Bachelor of Business  Administration  (2005-2008)

· Higher Secondary Education   (2003-2005)

· S.S.L.C     (2003)

PERSONAL DETAILS:

Date of Birth            :     14-06-1987

Nationality               :      Indian
Marital status           :     Single

Languages Known    :     English, Hindi and Malayalam
Visa status               :    Visit Visa 

DECLARATION:

      I hereby declare that the above furnished details are true correct to the best of my         knowledge and belief  

