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CV No: 1385994
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Visa Status: Visit visa

-------------------------------------------------------------------------------------------------------
CAREER OBJECTIVE:

                       
 Seeking a quality environment that will serve as a platform to learn and enhance my skills, where in my knowledge can be shared and enrichedan excellent opportunity to grow with the company
OVERVIEW:

Enthusiastic and eager to meet challenges. A quick learner and assimilate new concepts and ideas and a good team worker with good communication and interpersonal skills.
Work Experience:

(wholesale textile commission agent)
Accounts assistant:
Workingas an Accounting Assistant and Office Administration in Mangalore since January 2011.
Job Profile:
· Book Keeping.

· Day to day Accounting.

· Maintaining Petty cash book.

· Stock maintenance.

· Receiving and processing all invoices, expense forms and request for payment.

· Bank statement maintenance.

· Office administration.

· Managing daily post in and out.

· Handling and writing cheques.

· Verifying calculations working with accounts system.
EDUCATION QUALIFICATIONS:
	Qualification
	Year
	Percentage of Marks
	Name of the Institute

	BBM
	2007-2010
	52%
	St Aloysius College Mangalore

	PUC
	2006-2007
	66.66%
	St. Raymond’s Vamanjoor, Mangalore.

	SSLC
	2004-05
	53%
	Sacred Heart Girls High School, Kulshekar, Mangalore.


COMPUTER KNOWLEDGE
Diploma in computer application
Computer Basics, Tally, Windows, MS Excel, MS PowerPoint, MS Word, Internet
PERSONNEL SKILLS
1. Hard working
2. Good motivational skills.
3. Excellent at managing and organizing.
4. Vocal and able to communicate at all levels.
PERSONAL DETAILS
Nationality:

Indian.

MaritalStatus:

Single
Date of Birth:

23rd mar 1989
Languages Known:
English, Hindi, Kannada, Konkani and Tulu.
Hobbies:

Internet Browsing, Social Networking, Music, Singing.
DECLARATION:
I hereby declare that the above stated information is true to the best of my knowledge. If given a chance to prove myself I promise to be an asset to your organization.
