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Post applied for: FINANCE / ADMN /ACCOUNTS/HR
                                                                                                          
Utilize my skills and knowledge to grow professionally and intellectually in an industry that    provides me the opportunity to do so.


· MBA Doing HR (Sikkim Mannipal University)

· Bachelor Of Business Administration (2011) (Dr.C V Raman University) 

· TTC  ( Teachers Training Course - 2007  )

· Plus Two (Humanities) from Board of Public Examinations, Kerala
· S.S.L.C (Secondary school Leaving Certificate, Kerala, India.


· Certified Professional Accountant (CPA) from The institute of Professional Accountants

· Experienced in Tally 9, 7.2 ies vat version, 

· Experienced in MS Office Software Package.


·   INDO GULF INTERNATIONAL LLC,

  Sharjah UAE

              PO Box: 34316, Sharjah, U.A.E
Indo Gulf International Building Materials LLC is dealing in supply of Lighting Solutions, Building Materials, Hardware items, sanitary wares, Electrical and Mechanical Items, etc. The Company is having a fully displayed showroom and Warehouse facility in Abu Dhabi and Sharjah in addition to a sales network all over the UAE. 
Designation              :       Accountant
Working Period        :      November 2008 to October 2011 
· SAMRAT EXPORTERS AND IMPORTERS,
Palakkad Kerala, India

Samrat exporters and importers is an established firm since 1986,deals with the exporting frozen food items like, tapioca, coconut scraps ,etc.  The company is having deals with all over the GCC.
Designation              :       HR Assistance
Working Period        :       May 2012 – April 2013.
               Job Responsibilities:-
· Receiving cheques from customer and making receipts & posting & offsetting in the system.
· Posting of customer Debit invoices for all arias.

· Follow up for overdue customer for payment.
· Preparing the LPO for all arias & Maintain all customers account.

· Posting suppliers invoices for all division.                                                                             

· Controlling Documents and Records of the Company

· Follow up of all receivable and payable.

  
· A confident, outgoing person with a positive outlook.
· Open to Criticism and view failures as opportunities to learn and stepping stones to success.

· I can view my major strength as, teamwork abilities, analytical and logical abilities.
· Ability to manage relationship at all levels


      DOB


:
10th October 1985
Gender


:
Female

Religion


:
Hindu
Marital Status

:
Married
Nationality

:
India
Visa Status 

:
Visit visa
Languages Known 
:  
English, Malayalam (Hindi and Arabic elementary)
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