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CAREER OBJECTIVE:
            To pursue a challenging and audacious career in an organization that provides me an opportunity to utilize my skills and knowledge to become an eminent professional with excellent analytical and functional ability.
EDUCATIONAL QUALIFICATION:
· B-COM(Bachelor of Commerce)- Kannur University, Kannur , India
· Higher Secondary Education  - Kerala state syllabus
TECHNICAL QUALIFICATION:

· Foreign accounting in G-Tec computer education, kasaragod
CORE COMPETENCY:

· Having more than 3-years of experience of international/local suppliers/ Customers.
· Excellent knowledge about car accessories and about its market
· Outstanding communication skills, ability to convince while maintaining professionalism.

· Effective communicator, Good connections with Suppliers and Sales Persons. 

· Highly proficient in MS Office Applications, excellent typing skills.

· Ability to multi task effectively.

· Ability to learn quickly and adapt to changing environments.

· Dynamic, dedicated and committed to accomplish company targets and personal Goals.

· Proactive team player with Good Leadership and motivational skills.

WORK EXPERIENCE:

· Administration Assistant- Prime textiles Pvt Ltd. kasaragod, India (April -2009 to May-2010)
· Currently working as a DATA ENTRY POSTING CUM CASHIER in Leading Company since Dec 2010.
· Company Profile:

Leading Company. Is one of the leading company of Car accessories and the leading car accessories            importer & exporter of Middle East Company has the right of sole distributor- ship of various Companies of Car Accessories. Importing goods from various countries like China, Taiwan, Thailand, Hong Kong, Germany. Australia and exporting to various countries like U.K, South Africa, Iran, Saudi, Oman, Russia, Germany, Pakistan and   Bangladesh
JOB ROLE:
· Data entry clerk
· Preparing the sales order ,filtering the sales order on the basis of available items

· Preparing the credit invoice and cash invoice    
· Stock transfer showroom to warehouse and day to day stock updating 
· Local purchase item creation and posting the purchase voucher
· Preparing the sales return, on the basis of sold goods validity and quality 
· Preparing the particular type of items excel sheet
· New arrived items picture sending to customer whenever they want
· Responding to customers call enquiries, e-mails and fax
· Cashier
· Preparing daily cash statement
· Responsible to handle credit card, debit card and master card. And the foreign currencies like dollar, riyal and Omani...etc.
· Preparing cash receipt voucher and postdated receipt voucher 
· Responsible to deposit postdated cheques on date
· Preparing monthly petty cash
· Keeping customer signed credit invoice copy up to the payment

· Responsible to keep customers advance money
· Administration Assistant
· Document Controlling
· Client Relationship and office related works.
· Record maintenance, report filing, File updating and maintenance.
· Dealt with bank clients on their queries.
· Preparing documents in Ms Excel and MS Word
PERSONAL STRENGTH:.
· Ability to develop relationship with clients

· Sincere, Honest and Dedicated.

· Disciplined and Sociable

· Hardworking, Self-motivated and result oriented
· Very good positive attitude
COMPUTER PROFICIENCY
Operating system :( windows xp, windows7, windows 8)

· MS Office (Word, Excel, Power Point, Outlook)
· Knowledge in Internet Programming & E-mail applications.
· Accounting Software: Focus,tally,peachtree and quick book
PERSONAL PROFILE

· Age




 : 26 (Born on 20th Sep 1986)

· Gender



 : Male

· Marital Status


 : Single 

· Nationality



 : Indian
· Religion, Caste


 : Islam, Muslim

· Language Known


 : English, Hindi, Malayalam, kannada
· Marital status                                  : Single
· Visa 
DECLARATION

I hereby declare that the above mentioned details are true and correct to the best of my knowledge belief. I assure you that I will do the best with the satisfaction of my superiors.
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