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                                               CURRICULUM VITAE
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Mobile +971505905010  cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Career Objective: 
To be part of a professionally managed organization; offering self-development & to have exposure to a competitive environment with challenging responsibilities and contribute to the growth of the organization.
Strengths:
· Excellent verbal & written communication skills

· Self starter, self motivated with strong professional ethics.

· Result oriented ,responsible & hardworking

· Ready to meet work pressures and deadlines

· Dynamic ,enterprising, enthusiastic & well presentable

· Excellent convincing, negotiation & interpersonal skills

Bookkeepers Middle East LLC (Dubai):
Position: Accounts Assistant:                                                   [Period: March 2014 till now]
Responsibilities:
· Entry of Sales & Purchase Invoices.
· Handling of petty cash and remembering travelling and daily/monthly allowance to 

      sales staffs.
· WPS Processing.
· Bank receipt and payment entry processing in system.
· Data entry works in clients sites.
· Reconciliation of bank statements.
· Drafting quotation and e-mails. 
Renissance Automation Ltd. (Mumbai)
Position: Tele marketing Executive                                    [Period: June 2013 to Sept 2013]
Responsibilities:

· Indoor sales for spare parts of elevators
· E-mail conversation with clients
· Handling customer queries, preparing reports on day-to-day basis and submitting to 
         top management.

· Preparing quotation and sales order and follow up with booking till end of the 
      particular assignment.
· Document filing

· Co-ordination between customers & departments in the Organization
QUALIFICATIONS
· B.COM passed from Mumbai University
· H.S.C in Commerce passed form Mumbai University
· S.S.C passed from Maharashtra Bord
Computer Proficiency:
· True books mini ERP

· MS Office, Internet

· Knowledge of Tally 9.0 Version.

PERSONAL DETAILS 

Date of Birth

:

03-11-1991
Sex


:

Female
Marital Status

:

Single
Nationality

:

Indian

Visa Status

:

Employment Visa (Transferable Visa)
Languages Known
:
             English, Hindi, Malayalam & Marathi
DECLARATION:

I hereby assure that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the same.
