
	



Seeking a growth oriented Career in Accounting Assistant professional level of Execution in a challenging environment that will enhance my knowledge & also contribute in the value creation activity of the organization to the fullest.


Brief Overview 
· Having 02+ years of Gulf Experience in the Accounting department.
· Hands on experience in providing exceptional customer service and resolving clients’ accounts issues

· Ability to work efficiently in a team

· Expertise in handling a diverse range of operations in all departments.

· Excellent Negotiation & interpersonal skills, with ability to grasp new concepts quickly and utilize them in a productive manner, like to know the knowhow of everything that comes across.
· Readiness to adopt and learn new things and environment

Professional Experience 
Current Employer

: 
Speed Cleaning Services LLC. (Dubai, UAE)

Current Position

:
Admin & Accounts Assistant
Duration 


:
September 2013- Present
· Responsible for overall smooth operations of an office, by providing support to all departments within a company in terms of both administrative and clerical work, and ensuring that all supply stocks are in order. Hands on experience in devising, implementing and maintaining core office systems. In depth knowledge of managing inventory and filing systems and maintaining liaisons with various internal and external agents.
Key Responsibilities

· Provide administrative support to ensure that operations are maintained in an effective, up to date and accurate manner

· Preparation and maintenance of various registers like muster roll, wages register, service records.
· Handling communication system. Attending to the phone calls and redirecting it to the concerned department

· Preparing invoices and Payroll processing
· Prepare; verify daily reports and updating the MIS (expenses related to Admin Dept.)
· Making necessary arrangements for the meetings (tea ,coffee, snacks & lunch Interface with clients, accountants and internal departments

· Visa processing through outsource party

· Provide receptionist services

· Encouraging the employees to provide better prospects.

· Communicating the employment status to the applied candidates.

· Performance evaluation of employees and Organize employee engagement activities
· Maintaining employee details and Keeping a track of the attendance of the employees.
· Manage filing and inventory systems

· Managing and maintaining budgets, as well as invoicing
Educational View

· B.Sc. Computer Science from MGU, College Of Applied Science Mallapally - 2012
· HSC, from P.S.V.P.M.H.S.S Arayon, Konni – 2008
· SSC, from P.S.V.P.M.H.S.S Arayon, Konni. - 2006
 Computer Proficiency
· Tally ERP
· MS Office Tools (Outlook, Word, Excel, Power Point)
· Languages : Basics of C
Personal Dossier
Date of Birth


: 19th September 1990
Nationality


: Indian

Gender



: Female
Marital Status


: Single

Language Known 

: English, Hindi, Malayalam & Tamil
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