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OBJECTIVE: 
To utilize the acquired skills, knowledge and experience in carving out a career in the industry, working towards achieving organizational goals and personal as well as professional growth
MY CORE STRENGTH AND AREAS OF EXPERTISE INCLUDE:

· Exceptional analytical problem solving and decision making abilities with diverse expertise in all aspects of office administrative and financial activities.

· Highly organized self-starter with effective customer relationship management skill and demonstrated ability to build strong business relationships.

· Enthusiastic, friendly attitude, hardworking, a quick learner who can inspire and motivate team members, can manage multiple priorities and perform under pressure in a fast paced dynamic environment.

· Good interpersonal skills
PERSONAL DETAILS:

Date of Birth

:
20h March 1987
Marital Status

:
Married
Religion

:  Islam 

Nationality

:
Indian

Languages Known

:  English, Hindi and Malayalam

ACADEMIC QUALIFICATIONS
·   B.com University of Calicut Kerala India 2010

·  M.com M.G. University Kerala India 2012
PROFESSIONAL EXPERIENCE:
ORGANIZATION
:
Al Mona Exchange, Dubai
DESIGNATION
:
Accountant
TENURE

:
02/12/2012   TO   31/10/2014
RESPONSIBILITIES AND NATURE OF DUTIES
· Typing of routine correspondences like letters/ faxes/ email to vendor and customer.

· Making online quotations, pricing, purchase orders etc.

· Follow up with clients towards receipts and payments

· Typing of routine correspondences like letters/ faxes/ memos/ transmittals/ minutes of meetings/ reports/ circulars/ e-mails and its onward processing.

· Maintain office stationery consumption statistics and generate reports.

· Monitoring and preparing the monthly time sheets and overtime sheets for the staff. 

· Prepare Invoice & Debit note and Data entry to system. 

· Arrange demo to customers for new product.

· Established and maintained excellent working relationships with clients 
PREVIOUS EXPERIENCE
ORGANIZATION
:
MES women’s College

DESIGNATION

:
Guest Lecture
TENURE

:
01/05/2011  TO  30/06/2012
ORGANIZATION
:
ITDF Computer Education Centre

DESIGNATION

:
Receptionist (part time)
TENURE

:
01/08/2010  TO  30/04/2011
COMPUTER SKILLS 

· Well versed with Microsoft Word, Excel, Power Point, Outlook, Windows and common computer Utilities / Applications.

· Ability to learn computer applications / software independently.

· Typing speed 35 w p m (English).
   DECLARATION

This is a true copy of my C.V. should you require any further information regarding my testimonials, I will be highly obliged to present the same at the time of interview. References can be furnished if required.
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