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Career Objective:
Seeking employment that allows me to grow professionally, while being able to develop my ideas, knowledge and skill in your respective company for the betterment of organization.
Education:
· Currently enrolled in MIB(Masters In International Business) in University of Wollongong (2014)
· B.COM (Bachelor Of Commerce)  graduate from ST Joseph’s College ,Devagiri,Calicut-India(2013)
· Certification in Tally ERP 9 accounting software and IELTS
Work Experience:
Team Switchgear and Control L.L.C

Management trainee since January 2014

Role and Responsibilities:
· Coordinating day to day activities of business as per Department head’s instructions

· Preparation of commercial documents like invoice, delivery note, various shipping document, pay roll calculation
· Follow up of documents to ensure prompt delivery and on time payment

· Planning and organizing data as per manager’s instructions

· Preparation of Quotations

· Follow up  cheque payments and receipts 

· Follow up of information received and sending appropriate response through e-mail
· Pay roll calculations
· Supervision of manufacturing department and reporting back to top management
Key Skills:
· Knowledge in accounting software’s Tally ERP 9 and MS Excel, 
· Proficiency in the use of Microsoft Outlook,Word.
· Knowledge in the use Microsoft PowerPoint.
· Ability to work in a team to meet the objectives of the company.
· Ability to work under pressure and in a fast paced environment to meet deadlines.
· Fluent in communicating in English, Hindi and Malayalam.
·  Ability to plan ahead activities in order to complete projects on time.
· Good communication and interpersonal skill which enables to deal with internal staff and customers via telephone and e-mail.
· Knowledge in Basic accounting principles and management theories.
· Knowledge of financial terms, financial ratios and its calculations.
· Bookkeeping and accounting

· Knowledge in business strategies

· Detailed Knowledge in marketing technique
· Strong analytical skills

· Ability to multitask

· Knowledgeable about LEAN process

Personal Details:
Nationality: Indian 
Date of birth: 5th June 1991
Visa Status: Employment
References: References will be available upon request.
