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Driving Licence:

Sultanate Of Oman

Expires date: 16/12/2022


	CV No: 108750
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
     OBJECTIVE                                                             
Use my skills to make effective contribution to the growth of the organization and enhance my functional coupled with overall personality development to become an efficient management executive.

 ACADEMIC PROFILE                                                              
· Passed B.COM Computer Application from Kristu Jyoti College, Chethipuzha in 2009.   
· Passed +2 from NSSHSS, Changanacherry
· Passed SSLC from SHHSS, Changanacherry                               
 WORK EXPERIENCE                                                       
· Accounts Executive, Steelite Hardware’s & Sanitary wares Chengannur, Kerala (2009-2011).
· Accounts Assistant cum Administrator, Al Rawas Mining Co LLC, Sultanate Of Oman (May 2011 – till now )
KEY RESPONSIBILITIES
· The key job responsibility includes, Verification of account opening documents on a daily basis without errors.
· Attending and resolving queries and doubts from clients.
· Voucher preparation & filing works.
· Preparing monthly sales & production report, monthly stock report & diesel reports.
· Prepare and process requisitions, purchase orders & GRN.
· Monthly preparation of staff overtime, workers salary problem related to bank etc.
· Maintain & update personnel records for staffs, Record leave program & staff changes, assisting with the administrative duties of the appraisal and salary review process.



	Extra curricular Activities 

· Script Writing

· Supporter of Green and Clean Environment
· Traveling
Personal Details

Date Of Birth     : 26-06-1988
Sex                       : Male

Marital Status    : Single

Nationality          : Indian 
Religion               : Islam

	· Arranging meeting facilities & preparing minutes of meeting.

· Receiving & directing visitors, word processing, email, faxing.
PROJECTS AND TRAINING

1. Curriculum project

1. Management project :

Organization: Geo Motors Pvt. Ltd, Cochin
Project: A study on factors affecting employee    motivation in Geo Motors Pvt.Ltd 
2.   Management project:

Organization:  Preethy Hawai Rubber Industries Pvt.ltd,Kottayam
       Project: A study on Recruitment and Selection procedure at Preethy Hawai Rubber Industries, Kottayam
3. Training:
         Organization: Pushpagiri Medical College,Thiruvalla

             Successfully completed intensive internship training in “Customer oriented service in brand building” as part of      Kristu Jyoti industrial Training at Pushpagiri Medical College and secured A grade for the same.
4.  Project on Library management system (Visual Basic), as part of Degree Syllabus.
Additional Packages
· Tally 9.0; Certified by Bangalore Academy.

· Course certificate from Cochin Stock Exchange Institute of Capital Market (CSE).
· Certificate from Tax Study Centre, Kottarakara, Kerala.

· MS Office, C++
ACTIVITIES & HONOUR
· Published a College Magazine.(Kristu College,Chethipuzha 2008.
· Actively participated in various cultural, entertainment and event management programmes



	Languages  Known: 

· English, 

· Hindi
· Malayalam  


	· Visited 3 industries (HNL, Oushadi & Kerala Feeds) as a part of management studies.

· Program coordinator of Espirit-07(a National Level Management Fest conducted at Kristu Jyoti College, Changanacherry)
SKILLS
· Good communication skill. 

· Presentation Skill

· Strong leadership skills.

· Encompass various human competency and managerial skills such as motivating people, organizing and coordinating activities etc.
REFERENCE
Will be provided as per the requirement
DECLARATION
I, Shakeer T Basheer, hereby declare that the above-furnished details are factual and truthful to the best of my understanding and confidence.

Place:

Date:










