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Career Objective: a challenging position in professional organization where I enhance my skills and strength in conjunction with the company’s goal and objective.
Educational Qualification

 • Bachelor Degree in Commerce (B.Com.) from Kerala University 


 • Plus Two from State Board of Higher Secondary-Commerce


 • SSLC from State Board

TECHNICAL QUALIFICATIONS:    

· Accounting package: Tally 9, Wings Accounting Software and Manual Accounting, 

· SAP Electronic Recruitment System
· Computer knowledge: MS Office - Word, Excel & Power point, Microsoft Outlook 
· Typing Speed

 :35W/P
Working Experience:

1.  Worked with      :Sumaco Manpower ,Abu Dhabi
       Position Held    : HR&ADMIN ASSISTANT
       Duration           : March 4, 2013 to till date
Duties and Responsibilities 
· This Company is involved in Recruiting and manpower supply, especially with oil Companies like:  ADNOC, NDC, FERTIL, ADMA-OPCO, ADCO, ZADCO, GASCO, and TAKREER, etc.

· Receiving and screening CVs, shortlist CVs, calling candidates, arrange interviews together with the concerned department.
· Preparing appointment for newly join employee, taking the signatures of all concerned signatories
· Calculate and pay overtime for All Employees
· Maintaining files &confidential documents

· Organize copying of documents for distribution
· Answer telephones ,direct calls, and take messages

· Prepare invoice and payment follow up

· Arranging medical insurance , Candidate’s family visas , transportation and other relevant work

· Provide Hr administrative support , like to maintain daily attendance and create employee personal file, monitors the expiration and update list of visas, passport labor card status

· Responsible in journalizing day to day schedule up to finalization

· Receive the service order (candidate) from concern client and make sure that the salary , terms and conditions are according to what is agreed with the candidates

· Receive the time sheet from employees and make sure salary is paid on time

· Prepare Documents for employees ID renewal

· Dealing with banks regarding overtime and salary payments.

· Handling office correspondence like fax, memo& mails, office automation including Xerox, etc.

· Scanning and distributing incoming & outgoing document like memos, faxes & letters to the relevant addressee.


2.
Worked with     : Balakrishna Trading Co, India- Kerala


Position Held    : Admin & Accounting Assistant


Duration 
     : 01/01/2009 to 25/01/2013
Duties and Responsibilities 
· Keeping control over day to day maintenance of account & check they properly like cash, bank & general vouchers.

· Leave Administration-maintaining updating and keeping leave records of the employees

· Scheduling meetings with partners /venders/suppliers on the behalf of the director
· Receives all incoming and outgoing inquiries

· Typing business Letters and other correspondence

· Preparing financial statements on either a regular schedule or when requested.

· Preparing of Monthly M.I.S. reports

· Preparing & distribution of Salary of Employees, passing of reimbursement claims of employees
 
· Stock & Assets control & valuation


 •  
Sales Invoice Preparation


 •  
Data entry on invoice prepared


 •  
Segregation/Preparation of invoice for distribution to respective companies


 •  
Summarizing sales
 
 •  
Preparation of daily journal voucher


 •  
Account receivables/Sales entry


 •  
Cash Collection Summary and Cash bank deposit


 •  
Credit card Payment


 •  
Quotation/Contract preparation - as the need arise


 •  
Updating account receivable - subsidiary ledger


 •  
Computation/Preparation of summary of monthly

 •  
Separation of duplicate/Triplicate copies of invoice for filing purposes


 •  
Account payable as per invoice received


 •  
Check payment to creditors & Etc


 •  
Cash payment/Disbursement - company expenses


 •  
Summary Telephone bills - Electricity bills


 •  
Updating accounts payables & Summarizing accounts payable


 •  
Checking of suppliers invoices against P.O. and Original invoice


 •  
Checking of suppliers invoices attachment supporting documents


 •  
Prepare payments voucher top creditors as per approved


 •  
Filing of invoice - AR/AP


 •  
Collection and pending order status
Personal Details

Date of Birth
:
19th May 1988


Languages Known
:
English, Malayalam & Hindi


Nationality
:
Indian

Religion
:
Islam


Gender
:
Male


Marital Status
:
Single
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