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Career Objective:
Seeking a position in Accounts & finance / Banking / Administration / Sales & Marketing with a reputed organization where my education & experience will have valuable application for mutual benefit & growth.

Professional Experience:
·   Hr Assistant at Express Pack Print ( A Leading Packaging Company in UAE)   

September 2013 to Till Date 

  Job Profile:
· Overall supporting for man power planning and recruitments

· Doing all procedure of new employment visa and renewal of employment visa
· Calculating  salary / benefits
· Maintaining the personal files of the employees.
· All online activities using Dubai Trade
· Reporting to Management

· Doing all type of HR activities for appointing new persons

· Providing administration support to the HR manager in all HR related matters
· Managing time and attendance records for payroll
· Dealing with the final settlement of cancellation employees 
· Executing the exit process for the employees
· Performance Management

· Team Building

· Employee Relationship

· Proper Communication

· Account Assistant at The Apollo Clinic (A unit of Apollo Health And Lifestyle Limited) at Kannur, Kerala, India
     April 2012-August 2013 (1.4Years) 
 Job Profile:
· Maintaining basic accounts, book keeping.
· Bank reconciliation, Ledger entries.

· Made entries of invoices.

· Reviewed and corrected accounting entries.  

· Generating financial reports.
· Prepared & posted financial vouchers

· Maintained petty cash
· Received and recorded invoices and arranged payments.

· Prepared & posted financial vouchers

· Maintained petty cash.

· Reconciliation of bank statements.

· Calculate and distribute wages and salaries. 

· Prepare regular reports and summaries of accounting activities.

· Generated income statements, balance sheets, general ledger, checks and reports.
· Receive and process incoming & outgoing mails.

· File correspondence and other records.                                                                                                                                                                                                                                                                                                                                                                            

· Supply correct information to customers. 

· Maintain client relation & ensure customer satisfaction.

· Coordinate in purchasing office supplies.

· Transportation coordination.
Educational Qualification:

M.B.A.: Finance Management, 2010-2012.
University:  Mangalore University .
B.com with cooperation,2007-2010
                                            University:   Kannur University.
Linguistic Ability: 
To read, write and speak   : English, Hindi, Malayalam.
Computer Proficiency:
Tally ERP 9.0,  MS-Office.
Projects Undertaken:
Project
Title                                                                                                                                                       
“Working Capital Management of Agreenco fibrefoam mattress”
Professional Skills
· Strong organization and time management skills

· Good Interpersonal & Communication Skill

· Ability & Willingness to Learn

· Hard working  

· Adaptability & Flexibility
· Ability to multi-task 
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UAE Driving License 


	

	
	


Personal Details:

Date of Birth

:
17/04/1989
Gender


:
Male

Nationality                            :            Indian
Religion


:
Muslim

Marital Status

:
Single

Reference: 
Upon request. 
Declaration:

I hereby declare that the information furnished above is true and correct to the best of my knowledge.
