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 Ahammed 
Ahammed.223536@2freemail.com 
 
Career Objective
         Utilize, share and gain multiple and solid knowledge & skills in the field of Accounts, customer service and administration which will benefit both the company and my professional development.
Profile Summary
· Having close to 2 year experience in Travels Administration.
· Holds a Bachelor Degree in Commerce (B.com). 
· Have excellent Administration, Secretarial, and Customer service skills.
Educational Qualification
· Pursuing MBA in International Business from Pondicherry University. 

· Bachelor of commerce from University of Calicut – Kerala, India.

· Higher secondary certificate from Board of Examination- Kerala, India.

· Diploma in Computerized Indian & Foreign Accounting.

Work Experience
· Office Administrator
 
(July 2013 – Jan 2015)
· Accounts Trainee                         
	       (July 2012-June 2013)
LANGUAGE SKILL
· Read

: - English, Hindi, Malayalam, Arabic

· Write

: - English, Hindi, Malayalam, Arabic

· Speak

: - English, Malayalam, Tamil.



Skills
· Provide high level customer service and customer satisfaction while attending customers.

· Independent, self-motivated, able to take responsibilities and work well under pressure.
· To be involved in all aspects and functions of my designated job.
· To gain knowledge in new technology, business processes and expands my responsibilities.
· Systematic and proactive when dealing with any task.
· Strong organizational and time management skills.
· Smart and Hard worker.    
TECHNICAL SKILLS
· Tally

· QuickBooks

· Microsoft Excel

· Peachtree

· Microsoft Word
PERSONAL DATA
· Date of birth
: May 20, 1992
· Nationality
: Indian
· Sex

: Male
· Marital Status
: Single

· Visa status       :visit visa

REFERENCE
To be furnished on request
     I hereby declare that all the information given above are true and correct to the best of my knowledge and I bear the responsibility of the above-mentioned particulars.                                 
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