
Gulfjobseeker.com CV No: 1256226
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
Summary:      All Work experience and Education from New Zealand. 
· Good Administration handling Experience for 4+ years in New Zealand. 
· Accounting and Finance Department for 4+ years Experience.
· Good Understanding in Finance, balance sheets and Tax.

· Good experience in Salary/ Wages distribution with Tax deduction.

· Payments In and out wards in company with Cash Handling.
· Good in Banking and Accounts records. 

· Special Experience in Export and Import Deals.

· Good Experience in Freights, Customs and Clearing Divisions.

Education & Training 
· 2012 Level 4 in Business Management. - Joden Finance Limited ( In house Training).

· 2010 Level 5 Diploma in Horticulture Management. – Manukau Institute of Tec. 
· 2009 Level 4 Certificate in Horticulture. – Manukau Institute of tec. NZ 
Secondary School

· 2008 Standard 12th Higher Secondary School – Maharashtra State Board.

· 2006 Standard 10th Secondary School – Maharashtra State Board. 

Projects:

· Business Communication.

· Leadership

· Fundamental marketing.

Employment History  ..............................................................................................................................................
· May 2009 Internship in Joden Finance Limited NZ.
      Core Skills: Finance Management, Office Management, Cash Handling with legal     work outs.

· March 2010 worked as a Salary Manger for Joden Finance Limited with branch  of International Vehicle Machinery Exports, Central Car Company, Greenlane Car Company.

· 28th Jan 2014 Working as an Office manager  in the Central Car Company Ltd Finance, Accounts, Payments and Import/ Export Departments
Skills & Abilities :
Communication skills

· Strong written and verbal communication skills

· Experience and ease communicating with a range of people including customers, suppliers, managers and work colleagues

· Experience and ease providing customer support (both verbal and written) including describing, suggesting and demonstrating products/services.

Technical skills

· Certified in responsible Finance handling. 

· Certified in Senior First Aid with managing 

Administration skills

· Making up Pays for staff, preparing for PAYE payments and issue of wages cheques.

· Instructing buyers on the required wording for letters of credit.

· Issuing commercial invoices for export vehicles.

· General Administrative functions and duties, including arranging finance where necessary.

· Maintaining website and advertising.
· Experience with a range of office duties including telephones, mail, filing, and inventory and ordering.
· Finance management skills.

· Strong organizational skills.

· Experience with managing meeting, Office legal work.

Computer skills

· Hands-on experience with standard office and retail software including Word, Access and Excel

Key Curriculum Projects
…………………………………………………………………………………………………………………………………………
2009- Recreational Services Human Sources Volunteer work.

