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OBJECTIVE

Seeking a challenging position with a growth oriented organization, which appreciates hard work and creative skills while providing the opportunity for career growth and future advancement.
EXPERTISE
· Proficient in general office duties, including Microsoft Office and Tally.

· Ability to use the computer with strong administrative skills.

· Good interpersonal and communication skills.

· Exceptional ability to display a positive attitude with energy and enthusiasm toward assuming new roles and challenges.

· Strong work ethic with a willingness to take ownership and responsibility of multiple tasks as required.

· Exceedingly self-motivated and autonomous with consistent follow through.

· Immensely driven by goals and recognition with great experience dealing with high pressure situations simultaneously.

WORK EXPIRIENCE

I. Worked as an Accountant from December 2007 to December 2008 at Institute of International Research (IIR), Dubai, UAE.

Main Responsibilities
· Data entry in Microsoft Excel.

· Management of the petty cash.

· Maintaining accounts and database.

· Producing accurate financial reports to specific deadlines.

· Managing Budgets.

· Prepare monthly payroll for employees.

· Effect payments orders, purchase orders, follow up of reminders, check of monthly reports.

II.       Worked as the Consultant as a Database Executive from October 2011 to June 
2015 at DMG Events, Dubai, UAE.

Main Tasks & Responsibilities
· Effectively call potential clients and get their complete details.
· Build the database by researching for additional job titles as required by the Marketing Managers.
· Input all gathered information into DBMS ensuring they are coded, entered in the correct fields with no spelling mistakes.
· Verify and get the correct contact details of mail or email returns.
· Carry out tele-reminding.
EDUCATIONAL QUALIFICATION
2012 – Executive MBA with Finance - Calicut University, Ajman, UAE

2010 - B.Com with Computer Application – M.G.University, Sharjah, UAE

COMPUTER PROFICIENCY
Office Applications

: MS Office (MS-Word, MS-Excel, MS-PowerPoint)

Accounting Applications
: Tally 9.0
Networking


: MCP (Microsoft Certified Professional)

Hardware
· Scan and remove virus.

· Remove and clean up registering the clean up software.

· Remove unused files and software to put the software all the computer in their functional order .

· Over haul all the files to keep unscrupulous and infected effects away.

· Conduct the supervisory check up.

· Ensure a smooth functioning of all the system.

· Devised a safety method to keep all the confidential matters safe.

· Repair and maintain the computers and servers.

· Configure new hardware, install and update the software packages.

· Create and maintain computer networks.

· Accomplish the job of data recovery and system administration.

· Remove all kinds of snags as well as problems including spyware and viruses.

· Looked after the networking hardware  including routers and wireless networks.

LANGUAGES KNOWN

Ability to correspond and converse fluently in English, Hindi & Malayalam.
PERSONAL INFORMATION
Date of Birth 

: 5th December 1987

Gender


: Male

Nationality

: Indian

Marital Status

: Single

Religion

: Christian

Visa Status

: Residence Visa

