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Career Objective

To obtain a suitable position in a progressive organization in order to utilize and enhance my knowledge and skill for the organization’s growth and thereby grab good career advancement through large efforts and innovative work techniques.


Professional Experience
May 2012 – Sep 2013

Accounts & Administrative Assistant
Leading Company, Cochin 

(a) Preparation of Running Account Bills.
(b) Preparation of vouchers.

(c) Maintaining petty cash book.

(d) Prepare reports of payrolls on monthly basis.
(e) Assist accountants in preparing all financial data and reports.
(f) Maintaining electronic copies of project records/reports/files
(g) Schedule meetings
(h) Distribute information to nominated persons
(i) Arrange social functions

Nov 2011 – April- 2012

Relationship Manager




      
JRG Securities Ltd. Pattom, Trivandrum
(a) Setting up meetings with new clients

(b) Quality client acquisition

(c) Ensure client satisfaction and retention
(d) Sales of all financial Products.

Achievements
· Certificate of effort as Relationship Manager for Third Party Product Sales – Awraded by Mr.Anand Tandon, Group CEO, JRG Securities Ltd.
 
Education
 June 2011              : 

MBA - Finance (with First Class) 







Narayanaguru College of Engineering under Anna University 




of Technology, Tirunelveli. 

2006-2009              : 
Graduate in B com - Taxation Law and Practice (with First Class) 


S.N. College, Varkala, under the University of Kerala. 

2004-2006              : 
Completed Plus Two - Commerce (with 74% marks) 


Government H.S.S. Kilimanoor, Trivandrum.


March 2004             : 

Completed 10th (with 72% marks) 


Government H.S.S. Kilimanoor, Trivandrum.


Project Details
· A Mini Project work carried on the topic “A Study on the Effectiveness of Promotional Strategies in KTDC Hotels” with Special Reference to Mascot Hotel, Trivandrum.

· Final project work carried on the topic “Financial Performance Evaluation of Indian Rare Earths Ltd, Chavara”, Kollam.

Computer skills

· Well versed knowledge in all windows operating systems like Windows XP, Vista and Windows7.

· A good knowledge in Ms Office packages.
· Tally 9


Languages Known

:
English, Malayalam & Hindi
















Personal Information

Nationality

: 
Indian

Date of birth


: 
10 March, 1989

Gender


: 
Male


Marital Status


: 
Single

Passport Details:


Place of Issue


:
 Trivandrum, Kerala


    
Visa Details


:
Visit Visa


Declaration:

I hereby declare that all the statements made above are true, complete and correct to the best of my knowledge and belief.












CV No: 1089954


Email: �HYPERLINK "mailto:cvdba15@gmail.com" ��cvdba15@gmail.com� 


Mobile: +971505905010 / +971504753686








								


Trivandrum, India	




















