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To work in an Organization which can provide competitive and challenging environment that would give me the vision to analyze the situations and to prove my potentials & talent with the use of my Education, Experience & Interpersonal skills.
EDUCATIONAL QUALIFICATIONS
· Bachelor of commerce (B.com) with Computer Application (voc) in St. Agnes College Mangalore, Karnataka, India. (2008).
· Post-Graduate Diploma in Computer Application in St. Aloysius College Mangalore, Karnataka, India (2009).
· Certificate Courses in Trends in Stock Market
· Certificate Courses in TALLY 7.2 & 9.0.Peachtree 
TECHNICAL SKILLS
Packages & Operating Systems:
Ms-Office, C, C++, DBMS/RDBMS, Visual Basic.net,ORACLE & Windows 10/XP           
WORK EXPERIENCE
Office & Bank work Administrator




Dec 2011- till date
Saud Bahwaan Group (TOYOTA Automotive), Abu Dhabi

Accounts Assistant





         May 2010 - July 2011
Global Printing Press, Abu Dhabi

Nature of Work

Overall supervision in Office Administration & Maintaining Books of Accounts
As an Office Administrator cum Hr Assistant
· Handle executive office daily operations & administration duties.
· Explain company personnel policies, benefits, and procedures to employees or job applicants.

· Record data for each employee, including such information as addresses, weekly earnings, absences, amount of sales or production, supervisory reports on performance, dates of and reasons of terminations.

· Process and review employment applications in order to evaluate qualifications or eligibility of applicants.

· Examine employee files to answer inquiries and provide information for personnel actions.

· Search employee files in order to obtain and verify information used to screen and evaluate them.

· Compile and prepare reports and documents pertaining to personnel activities.

· Select applicants meeting specified job requirements and refer them to hiring personnel.
· Prioritizes and tracks time- sensitive events and assignments to ensure timely completion.
· Maintaining the filing and archiving of documents internal
· Maintaining & handling the process of Islamic and Normal bank deals.

· Issuing the Chasis & Engine number for the Mortgage purpose upon the request of the bank mortgage department.

· Receiving the Original LPO’s & Mortgage’s from the bank and inspecting all the queries.

· If any changes need to be change in the LPO or Mortgage will be sent back to the bank or will be coordinated with the Mortgage department.

· After the Registration of the vehicle MULKIYA will be inspected as the banks are involved in the deals.

· After the inspection of MULKIYA the whole set will be given back to the bank including the INVOICE to get back the LOAN payment.
As an Accounts Assistant
· Overall supervision in Office Administration & Maintaining Books of Accounts up to Trial Balance, preparation of Trading Profit and Loss Accounts and the Balance Sheet.
· Check and monitor the book daily and monthly bank statement.
· Handling Petty cash.
· Invoicing to the customers and follow up of the invoices.

· Preparation of financial statement like trail balance and balance sheets

· Maintaining books of sending debtors and creditors.

· Verification and valuation of stock items.

· Preparation of daily jobs and posting it to the system.

· Preparation of various allowances of employees.

· Maintaining books of accounts in systematic methods both in manual and in computer.

PERSONAL DETAILS
Nationality

:
Indian.
Date of Birth 
:
13-10-1987.

Marital Status
:           Married.

Languages Known
:
English, Hindi,Kannada, Malayalam & Arabic (Beginner)
Visa Status

:
Husband Visa.
License  

:
Valid UAE & Indian driving license
I hereby declare that above information provided to you is true to my knowledge.        
2 | Page

