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CURRICULUM VITAE
CAREER OBJECTIVE

I seek a challenging assignment in organization that will utilize my knowledge and experience. My aim is to contribute to the objective of the organization and to grow with it. Having an experience in the fields of competition I can be sure of my commitments towards the Company which will endeavour far most in achieving goals
PROFESSIONAL SUMMARY

One year and of professional experience in Administration and accounts in India

Holder of Bachelor Degree in Commerce BCOM

Proficient in Computerized Accounting
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Good knowledge of word, excel

Working Knowledge of Ms office, Tally (ERP.9)
WORK EXPERIENCE

C.P.A COLLEGE OF ARTS AND SCIENCE,PUTHANATHANI,INDIA

Designation  : Admin Assistant cum Accountant
Duration
: From 12th  June 2014 to 30th September 2015
Roles & Responsibility:

Maintaining records of the accounts

Maintenance of accurate and timely book keeping records: Journals, Receipt, Payments. Reporting to the Senior Accountant

Preparation of Cheques and Preparation of Deposit Slips for Depositing Cheques and cash in various Banks.

Managing administrative processes

Carrying administrative duties such as filing, typing, copying, binding, scanning…etc Monitoring stationary levels and ordering office supplies
Relying to email, telephone or face to face enquiries




ACADEMIC QUALIFICATION

Graduated in Bachelor of Commerce at Calicut University, Kerala, India (2010 – 2013) Radio & Television Engineering (2 year) with first class from State Board of Technical Examination (Kerala Government) (KGCE) in the year 2010

Plus Two, Board of HSE, Kerala, India (2006-2008) 10th, India (2006)

TECHNICAL SKILL
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Windows, MS-Office (Word, Excel, Access, PowerPoint) Internet.

Skills ERP Package Tally (ERP9)
	
	
	
	PERSONAL DETAIL

	
	
	

	Date of Birth
	:
	5th  November, 1990

	Marital  Status
	:
	Single

	Languages K n o w n
	:  English, Hindi and Malayalam.

	
	
	
	

	Interest &
	Hobbies
	:
	Reading books, Playing Cricket, Playing Foot Ball, Watching TV.


Declaration:
I hereby declare that the information furnished above is true to the best of my knowledge.
	Place:  Bur Dubai
	

	Date:
	



