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ADMINISTRATION AND CASH MANAGEMENT
CASHIER – SENIOR ASSISTANT – TECHNICAL ASSISTANCE

Enthusiastic, dynamic and dedicated professional, with over 36 years of experience in administrative management and cash management. Expert at handling and managing cash transactions. Hands on experience in consolidating remittances and other financial responsibilities including preparation of financial reports and customer management.

AREAS OF EXPERTISE
· A proactive professional with core strengths in administrative operations including filing and storage, responding to inquiries, assisting clients, etc. 
· A good communicator with the ability to ensure satisfactory customer interaction while performing everyday administrative duties, interacting with clients and delivering maximum output. 
· A self-starter with the commitment to improve the departmental revenue and managing petty cash. 
· Quick response to providing technical assistance to the clients. 
· Strong interpersonal skills with the ability to prepare financial reports (cash flow reports, transaction reports, etc). 
· Skilled in invoicing and transaction management with expertise in cash collection, voucher collection and cash registry management. 
· Adept in managing telephonic inquiries from clients, handling customer issues and liaising with internal departments. 

	
	
	
	PROFESSIONAL SKILLS
	
	

	
	
	Administration
	
	Technical Assistance

	
	
	Invoicing
	
	Financial Management

	
	
	Transaction Management
	
	Petty Cash Management

	
	
	Customer Interaction
	
	Financial Reporting

	
	
	Customer Satisfaction
	
	Cash Register Management

	
	
	
	
	
	



EDUCATION & TRAINING
· Bachelor of Arts (B.A), Indira Gandhi University, India (Completed) 
· English Typewriting, Upper and Lower 

	
	
	
	STRENGTHS
	
	

	
	
	Persuasive
	
	Positive Attitude
	

	
	
	Quick Learner
	
	Reliable
	

	
	
	Meeting Deadlines
	
	Highly Organized
	

	
	
	
	
	
	



CAREER PROGRESSION

Cashier
Port Customs & Free Zone Corporation, Trakhees Dept, UAE, 1991 - Present

Joined the organization as a Technical Assistant and promoted to the position of Cashier, while effectively serving various roles during the tenure.
Responsibilities:
· Handling all cash and non-cash transactions of the organization including receiving of payments while maintaining the accuracy of data. 
· Compiling, reviewing and verifying all checks and drafts, and process deposits. 
· Preparing and maintaining daily and weekly transaction reports for the perusal of the higher management. 
· Establishing a cordial relationship with the customer (face to face and telephonic) while ensuring maximum customer satisfaction. 
· Collaborating with the departmental staff in replenishment of the petty cash and cash advances along with settlements while maintaining a record of the financial transaction. 

SENIOR ASSISTANT
EHS DEPT. Port Customs & Free Zone Corporation, UAE

Responsibilities:
· Managed and maintained invoices for different service activities, presented final approval of cash invoices and forwarded the same to the finance department within the stipulated time every month. 
· Addressed telephonic inquiries made by Free Zone Clients pertaining to various subjects while maintaining professional etiquettes and courtesy. 
· Met and interacted with the clients with regard to the queries raised on billing, resolved issues while maintaining a high level of professionalism. 
· Liaised with internal department on various administrative operations, managed petty cash, collected and maintained vouchers, and cash registers on a regular basis. 
· Prepared and managed daily cash flow statements for auditing along with monthly report for the perusal of the Senior Management and official record. 
· Coordinated with the Managers and Directors in charge on every day issues and administrative duties, including visits to clients. 

TECHNICAL ASSISTANT
EHS DEPT. Port Customs & Free Zone Corporation, UAE

Responsibilities:
· Prepared technical reports and letters for the management. 
· Coordinated with and responded to the clients and telephonic inquiries. 
· Arranged meetings on behalf of the Managers, Directors and other higher management. 
· Maintained the official registers and performed secretarial duties on a regular basis. 

PAST EXPERIENCE
Clerk Cum Typist
S.A. Engineers, India, 1977 - 1978
Filing Clerk Cum Typist
Zenith Drop Forgings, India, 1978 – 1980
Office Assistant
Sudsons (Mfg) Pvt. Ltd., India, 1980 - 1983
Administrative Assistant
Alphabetics Pvt. Ltd., India, 1983 – 1991

IT SKILLS
Operating Systems: Windows 8. 7, Vista, XP
Microsoft Applications: Word, Excel, PowerPoint

	
	
	
	PERSONAL DETAILS
	

	
	Date of Birth
	:
	20 Dec 1958
	

	
	Gender
	:
	Male
	

	
	Marital Status
	:
	Married
	

	
	Nationality
	:
	Indian
	

	
	Languages
	:
	English, Hindi, Tamil, Bengali and Malayalam
	

	
	Visa
	:
	Employment
	

	
	Driving License
	:
	UAE
	

	
	
	
	
	

	
	
	
	
	


