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SEEKING A CAREER IN OPERATIONS/ FINANCE/ ADMINISTRATION DEPARTMENT
OBJECTIVE:
Ambitious to build a career in finance or administration with an organization where team work is required and hard work is to be appreciated.
ACADEMICS:
·  Masters Degree in International Business from University of Wollongong (Australia) in Dubai. ( GPA 6.5 )
·  First Class in Bachelors Degree in Commerce (B.Com) from Mar Ivanios College, University Of Kerala.
· Higher Secondary Education (Commerce with Computer Stream) from Government of Kerala with an aggregate of 94%.
EXPERIENCE:
·   Working as Corporate Finance and Administration Assistant in Al Rayhan Group L.L.C (Logistics and Cargo), Dubai. ( Aug 2013 – Sep 2015 )
· Assisted HR and Finance managers in organizing and maintaining financial records.

· Created successful production strategies with timely deliveries.

· Designed and implemented successful methods in marketing.
· Identified emerging markets and linked consumer needs with distribution patterns.

· Assisted in achieving company targets on sales and production.

· Deals with Accounts Payable, Purchase orders and Accounts Receivables.

· Documented financial transactions by entering account information.

· Prepares payments by verifying documents and requesting disbursements.

· Contributes to team effort by accomplishing related results as needed. 

· Reconciles financial discrepancies by analyzing account information.

· Preparation and Documentation of the project files and letters.
· Dealing with the company’s bank regarding the financial transactions.

· Scheduling and coordinating meetings, interviews and events.
· Assist Senior Accountant with payroll system and payroll related items.
·   Worked as an  Junior Accountant in Safaa Traders ( a Colgate-   

      Palmolive distributor), Kerala, India for a period of 3 years 

      from April 2009 to Dec 2012
· Sorting out incoming and outgoing payments.
· Controlling credit and reconciling finance accounts.
· Maintains accounting records and verifies financial reports.
· Dealing with petty cash transactions.
· Prepare payments by verifying documentation.

· Make best-practices recommendations to management.

· Performed accounts payable and accounts receivable functions.

· Created budgets and forecasts for the management group.

SKILLS:
· Knowledge of  Microsoft Office, Tally, SAP 
· Willingness to multi-tasks and learning.
· Self Starter, Proactive attitude and Good Listener.
· Interest in Business and Administration works.
· Good inter personal relation and communication skills.

· Application of analysis and problem solving skills according to needs.

· Internet and E-Commerce and management Accounting.
· Able to work under pressure and meet deadlines with efficiency.
PERSONAL PROFILE:
Nationality

 :    Indian
Sex


 :    Male


Marital Status
 :    Single


Visa Status                  :  Visit ( Can join Immediately )
Date of Birth               :   03-10-1991

Languages known      :    English, Malayalam, Tamil, Hindi
DECLARATION:
           I hereby declare that the information furnished above is true to the best of my knowledge. 

