CURRICULUM VITAE

UMIRA.

Email: umira.263102@2freemail.com 
Objective:

Administrative support professional looking for a suitable position as Cashier
/Junior Accountant with proficiency in Microsoft Office programs. 
CAPABILITIES 
· Quick at learning new concepts and technologies and putting them to use. 

· Decision making and problem solving. 

· Excellent Leadership qualities. 

· Good communication and interpersonal skills. 

CAREER PROFILE:

· Excellent communication and interpersonal skills
· Highly trustworthy, discreet and ethical
EXPERIENCE:
Employer 
:
Adorn Associate 
Position
:
Junior Accountant
Duration 
:
May-04-2015  –  Jan-16- 2016
· Performed general office duties and administrative tasks.
· Assist in maintaining all accounts payable reports, spreadsheets and accounts payable files.
· Handling all the cash transaction, Receive payment by cash, cheques, credit card.
· Checking daily cash accounts& Guiding and solving queries of customer.

Research and solve payment discrepancies and perform filing and copying.
· Review the expenditure of the hospital, analyze its position and comprise reports of running costs.

· Assist in monthly and year end closings and prepares analysis of accounts as requested.
· Maintaining accurate records and filing systems.  

· Managed the internal and external mail functions.
· Typing up documents, issuing memos.

· Maintaining accurate records and filing systems

LANGUAGES KNOW 

To Speak: English, Hindi and Malayalam. 
To Read and Write: English, Hindi, Arabic and Malayalam.
QUALIFICATIONS

B-Com (Bachelor of Commerce)
Calicut University, Kerala, India
September 2015
Tally ERP 9
(College of commerce- govt-kerala)

Diploma in Financial accounting (DFA)

 (College of commerce- govt-kerala)
COMPUTER SKILLS


Microsoft - Microsoft Word, Excel, PowerPoint, Outlook Express, Windows and Microsoft Office.
Tally ERP 9

PERSONAL INFORMATION 

Date of Birth

:
3rd August 1992
Nationality

:
Indian


Visa Status

:
dependent/ Transferrable 

Driving License
:
Indian (Light)

