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Visa Status: Visit (Transferrable)
Applied for the post: Admin assistant/Accounts Assistant/Office Clerk

Carrier Objective:
To enhance my working capacities, professional skills, business efficiencies and to serve my organization in best possible way with sheer determination and commitment.

	Qualification:
	University
	Year

	Bachelor of Commerce (BCom)
	Calicut University ,  Kerala, India
	2001

	Pre-Degree
	Calicut University ,  Kerala, India
	1998

	SSLC
	Center of Public Examination, Kerala
	1996


Computer Skills
 Application            : MS Office (Word, Excel, Power point, internet & Email)

Tally ERP 9, Oracle.
Work Experience:

· Admin Assistant:   Sep 2008 to Nov 2014
United Motors & Heavy Equipment Co. Dubai 
Job Description
· Providing receptionist services, such as: greet and assist visitors, answer phones, direct calls and respond to daily inquiries

· Providing secretarial and administrative support, including typing, minute taking, filing, data input, maintenance and management of Company documents and information as may be required.

· Making employee’s attendance sheet, overtime for workshop technicians & forwarding them to Accounts for payroll
· Arrangements of annual leave of employees, getting approval from HR, arranging travel itineraries

· Sorting and distributing incoming post and organizing and sending outgoing post
· Ordering and maintaining stationery and equipment
· Process bills for payment
· Managing petty cash transactions
· Accounts Assistant :  March 2006 To July 2008
Indus Motors Co.Pvt Ltd, Kannur, Kerala, India

Job Description
· Verify and tally payment received from customers
· Execute tally clerical functions to the accounts
· Update all receipts and payments

· Preparing profit and loss account and Balance sheet in the financial year
· Verify and tally salaries as against payroll form

· Tally and reconcile bank deposits and bank payments with books and bank records

· Managing petty cash transactions
· Invoice preparation
· Perform other related duties as required
· Office Assistant  : June 2004 To February 2006
                      Suraksha Enterprises Shimoga, India

Personal Strength:

•
Strong positive attitude towards challenges and changes

•
Quick learner and double-quick practitioner

•
Good performer working singly and a better performer as a team

•
Patience, creative, dedicated and good relationship builder

•
Work as a team mate, Honesty and Self-confident & Responsibility.
Profile:
	Date of Birth:
	02-10-1979

	Sex:
	Male

	Marital Status:
	Married

	Religion:
	Islam

	Nationality:
	Indian

	Languages:
	English , Hindi, Malayalam,Kannada &Tamil

	Visa status
	Visit(Transferrable without exit)


