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RESUME
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To get contact details of this or many other candidates
Submit request on this link by writing all the short listed CV Numbers.


http://www.gulfjobseeker.com/feedback/submit_fb.php
Objective

     To work in a growth oriented Organization with outstanding service and excellence in teamwork leading to the high satisfaction and enhancement in organizations prestige and progress. 
Professional Summary

Experience in managing a profit centre, DTP, office & general administration and a good working experience in computer operator, Skilled at leading and coordinating multy-location teams and adapting challenging environment.
 Computer Proficiency 
i. Tally

ii.          MS Office
     iii.         Installing software and applications.
     Iv.        Troubleshooting PC’S.
Professional Experience & Job role   
· Worked as a Accounts Assistant In Vijay Motors Ottapalam (2010 Feb-2011 Mar)
· Maintaining spreadsheets

· Credit control
· Cash allocation

· Sales order processing

· Handling and writing cheques

· Receiving and processing all invoices    
· Worked as a Supervisor & Computer Operator Keltron For Aadhaar ID Project (2011 August – 2013 November)

· Setting up enrollment station

· Give Instructions to staffs

· Check Biometric devices  

· Crowd Management

· Installing software’s

· Set controls on computers and peripheral devices

· List malfunctions

· Worked as a Finance Assistant in AVG(Accuro and Varkey Group LLc) Dubai (2013 December-2014 March)
· Assisting the Accounts and Tax manager in a variety of business roles.

· Reconciling petty cash.

· Arranging IR35 checks on contracts and liaising with clients over results.

· Balance sheet reconciliations. 

· Salary entry and reconciliation.

· General ledger entry including accruals and prepayments
· Assisting internal/external auditors with queries.

· Chasing outstanding customer accounts.
· Worked as a office clerk cum cashier in Red Arrows, (2014 May to 2015 April) 
· Collect, count, and disburse money, do basic bookkeeping and complete banking transactions.
· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.

· Compile, copy, sort, and file records of office activities, business transactions, and other activities.

· Complete and mail bills, contracts, policies, invoices, or checks.
· Complete work schedules, manage calendars and arrange appointments.
Educational qualification
· Diploma in Fire& Safety

University

:
National institute of fire &safety
Year


:
2008
Percentage

:
80%

Class Obtained
:
Distinction
· Higher secondary Education (HSE)

Board

           :
Kerala state HSE

Year


:
2005-2007
Percentage

:
60%

Class Obtained
:
First class
· Matriculations(SSLC)

Board


:   Kerala State Board

Year


:
2003-2005


Percentage

:
62%

Class obtained
:
First class
Personal details

     Date of Birth

: 
16/04/1990
Place of Birth

: 
Ottapalam

Nationality      
:
Indian

Sex


: 
Male

Marital Status

: 
Single

Weight


:
62 kg


Language known
:
English, Malayalam and Hindi.
Strength


:
Self confidence, Friendly Attitude, Straight Forward.
declaration

                    I hereby declare that the above -furnished details are true to the best of my                 knowledge and belief.
Date     :                                                                                                           

Palace:                                                                                                       

:   


