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PERSONAL SUMMARY:
An ambitious person with a strong academic background, good communication skills, and a good working understanding of job. Right now I am looking for a job with a company like yours, that not only provides a stimulating and challenging environment, but also opportunities for career growth and promotion.
	Nationality
	:
	Indian

	Marital status
	:
	Married

	Languages known
	:  Fluent in English, Hindi and Malayalam

	Visa status
	:
	Residence Visa (Husband)


EMPLOYMENT & ACCOMPLISHMENTS:
Presently working as an Office Administrator in Build Mac Trading LLC,Dubai,U.A.E.
Al-Ajame Transport Co.LLC, Dubai, U.A.E.
Apr 2014 – Dec 2014
Office Administrator
Chartered Accountants Office, Kochi, India
Oct 2013 – Mar 2014
Accounts Assistant
M&N Clearing and forwarding, Mumbai, India
Jun 2008 – Mar 2010
Administrative Assistant
	Cochin International Airport, India
	July 2002–Dec 2002

	Customer Care Executive
	

	Vijaya Finance Limited, Kochi, India
	Jul 1999 – Feb 2000

	Administrative Assistant
	


ACADEMIC:
· 2002: International Air Transport Association (IATA) conducted by IATA 
–UFTAA Montreal at Kochi, India. 
· 1998: Bachelors of Commerce from the Mahatma Gandhi University of Kottayam, Kerala, India. 
SKILLS ACQUIRED WHILST WORKING:
· Handling of all office matters quickly and intelligently. 
· Knowledge in Ms-office and excel 
· Knowledge of purchase and sales invoices. 
· Quickly responding to queries relating to invoices and payments. 
· General Office duties, answering phones, filling and distributing the post. 
· Handling incoming cash and posting it into the relevant bank accounts. 
· Reconciling payments with bills. 
· Checking purchase invoices to delivery notes. 
· computerized accounting systems(Tally) 
· Prepare payments for signature. 
REFERENCE:
Available on request.
