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	Profile

Objective

To build my career in a learning organization through knowledge sharing, achieving organizational goals and make room for self development which results in organizational development.


	

	Work Experience

 Employer: Leading Company     Period: January 2012  till date       Country: UAE
About Employer: Foodstuff Importing and Exporting company

Job Description: Accounts Assistant
Responsibilities :             

· Maintaining Daily Sales report, Cheque report, Receipts and Payment reports
· Reconciles financial discrepancies by collecting and analysing account information.
· Sending regular balance confirmations requests, updating the status/reconciliation of customer accounts.
· Co-ordination with sales team for matching and clearing of invoices.
· Periodic Credit review and Appraisal of customer account.
· Maintains records by microfilming invoices, debits, and credits.
· Processing of credit notes after verification. Weekly wages, petty cash and other journal posting.
· Preparing TR and LC applications.
Employer: SuperValu         Period: October 2007 to June 2011       Country: Ireland

About Employer: SuperValu is part of Musgrave Retail Partners, the retail franchise division of the Musgrave Group, Ireland’s largest grocery and food distributor. Founded in 1876, the Musgrave Group has grown to become one of Ireland’s biggest privately owned companies. Musgrave Retail Partners employs 1,300 people directly, a further 15,000 people are employed by SuperValu franchises throughout the country.

Job Description :  Store Assistant / Scanning Operator

Responsibilities : 

· Stock Control 

· Price and Promotional Changes
· Ensure Integrity of Product Files
· Review and Amend Appropriate Reports
Education

2007 to 2008
Post Graduate Diploma in Management Studies 
COLLEGE NAME, European Business School, Dublin, Ireland
Institution: Institute of Commercial Management (ICM)

2004 to 2007
Bachelor of Commerce
COLLEGE NAME: Baselius College, Kottayam

University: Mahatma Gandhi University 



	Computer Knowledge 

Certificate in Accounting Application using Computers from NIIT (2007) 

Certificate in Computer Hardware Maintenance and Networking (2007) 

Diploma in Computer Application (2003)



	Skills

· Ability to work independently with discretion and confidentiality

· Excellent interpersonal and communication skills

· Ability to communicate and work effectively with all levels of the organization and various nationalities

· Leadership skills in order to head a team and manage 

· Analytical skills, ability to analyze complex issues, develop creative solutions

· Fluency in spoken and written English.


	Achievements and Interests

 Participation in High Performance Work Team in Leadership Studies.
 Participation in inter- college competitions.
 Interested in Digital Photography.



	Languages

Malayalam(native)
English (fluent)
Hindi (good)


	


