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CAREER OBJECTIVE
To obtain a position that will enable me to use my strong organizational skills, educational background, and ability to work well with people.
SYNOPSIS
· Strong Analytical, Problem Solving & organizational abilities. 
· Possess a flexible & detail oriented attitude.
· A keen analyst with exceptional relationship management.
EXPERIENCE
· Administrative Assistant at Jabal Ali Technical Contracting, Sharjah, U.A.E. 





                                  Nov’14 to present
           Duties and Responsibilities
-  Taking care of all office routine jobs and administrative jobs.
-  Managing all records of the workers and updating them.
-  Follow up on receivables and payables.
-  Maintenance of Invoices, Preparation of credit notes and debit notes.
-  Salary preparation of the workers and leave management.
-  Follow up all mails and replying accordingly.
-  Handling all documentation work and day to day accounts.
· Office Assistant at Star Vision Facility Management, Sharjah, UAE   Aug’14-Oct’14                                                        
· Computer Trainer at Sree Sankaracharya Computer Institute in Kerala, India.                       Jan’11-Dec’11
EDUCATIONAL QUALIFICATION
· MBA ( Financial Management ) from Bharathiar University Distance Education (2012-2014)
· Bachelor of Computer Application(BCA) Chinmaya Arts and Science College, Kannur University (2007-2010) With 69%  
· Plus Two from Kendriya Vidyalaya Kannur CBSE  2007 with 70%
· SSLC from Kendriya Vidyalaya Kannur CBSE 2005 with 84%




     TRAININGS ACCOMPLISHED
· Certified on Sree Sankaracharya Accounts Management and Banking Allied Training (SAMBAT) - Practical Accounting (Manual) and Computerised Accounting
EXTRA CURRICULAR ACTIVITIES
· Active participation in college cultural activities, organizing college fest.
· Member of college shuttle team.
· Active member of BCA association
IT SKILLS
· Knowledge of  M.S Word, Microsoft Excel, PowerPoint, Internet & E-Mail.
· Accounting softwares : tally, peachtree, customised softwares
· Programming languages :Basics of C, C++, Visual Basics, VC++, Java, Database Management, HTML, PHP, MySQL
· Operating Systems : Linux, Windows XP
Professional Strengths
·   Good follow up on assigned jobs.
·   Ability to change as per environment.
· Dynamic team player.
· Grasp new skills with in short period of time.
· Sense of responsibility and ability to perform under pressure.
· Excellent computer knowledge.
PERSONAL DETAILS
Nationality

:
Indian
Date of Birth  
:
May 24, 1990
Gender

:
Female
Marital Status
:
Married
Visa Status

:
Husband Visa
Place of Issue
:
Kozhikode, India.
Date of Expiry
:
June 17, 2020
Languages Known
:
English, Hindi & Malayalam
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