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OBJECTIVE



 To work in a challenging environment, which provides me scope for innovation and to utilize my potential and add value to the organization that I represent.

Professional Exposure

· Working as a Sales & Admin Coordinator in United Trading & Estate Services, Dubai, U.A.E from June 2010 till date (Four years and 11 months).
· Manage Export Orders by Sea, Air & Road and preparing shipping documents including B/L instructions, Invoice approved by Chamber of Commerce to get Certificate of Origin and preparing Packing list.
· Checking and verifying Import documents for clearing the shipment by Sea & Air.
· Assisting in Supply chain activities.
· Make arrangement and handover the shipping documents to Freight forwarding company to clear the shipment.
· Preparation of Invoice & Proforma invoice for the clients.
· Making online documents for importing the food shipment. 
· Preparation of quotations for clients with all requirements.
· Handling the clients visiting in office.

· Co-ordinate with sales team and schedule a meeting with them.
· Keeping proper follow up of appointments.

· Co-ordinate with accounts and follow up for the payments.

· Familiar with UNIX software with all Purchase and Sales entries, stock positioning and creation of new products.  

· Stock checking and submit report to HOD.

· Evaluate the movement of the product.

· Data entry operator.
· Filing documentation and all other admin work.

· Worked as an Assistant Accountant in Moosas Tea Dealers, Thalassery, Kerala, India from May 2008 to February 2010 (One year and 9 months).
· Preparation of accounts.

· Sales and purchase bill entry in MS Dos.
· Giving the correct information to the customers about the products and price.

· Follow up and collecting the payments.

· Stock controlling & Store keeping.

· Balancing the bank account.

· Office in charge.
· Worked as a financial advisor in ICICI prudential life insurance company, Calicut, Kerala, India from January 2006 to April 2008 (Two years and 4 months).
· Planning the financial control for the clients.

· Make appointments and meet clients.
· Introducing new clients.

· Preparing documents.

· Regular meeting with department heads.
EDUCATIONAL QUALIFICATION:

· SSLC from Board of Public Examination, Kerala India in 2003, with second class.
· HSE from Board of Higher secondary Examination Kerala India in 2005, with second class.
· Bachelor in Commerce from University of Calicut in 2008.
COMPUTER SKILL:

· Well versed in Computerized Indian and foreign accounting, Tally, Peachtree, Daceasy, etc. and MS Office.

PERSONAL ABILITY:

1. Quality consciousness, interest to learn and work on new projects.

2. Mentality to work hard.

3. Positive and practical approach with self-confidence.

Languages known
: 
English, Hindi, Urdu & Malayalam

PERSONAL DETAILS

NATIONALITY




: Indian
GENDER





: Male
MARITAL STATUS 




: Married
DATE OF BIRTH




: 10th July 1987
VISA STATUS




: Employment Visa
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