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Seeking an enhancive role in IT Administration, Hardware and net working, Desktop and Laptop Trouble shooting, Accounts and office administration job with an organisation of repute

CAREER PRÉCIS

· B.com Professional with 10+ years of experience in Accounts and office Administration.
· Computer Hardware and network trouble shooting with 10 years of experience
· An effective Communicator and Team Player with multi skills & exceptional relationship management.

SKILL SET

SUMMARY

	


· Day to day accounting, Monthly Payroll, Administration duties, etc.

· Well Knowledge of System Administration, installation and Trouble Shooting

· Knowledge & experience in MS Office (Excel, Word & Power Point).

· Good Knowledge of Microsoft Operating systems and Applications

· Client interaction, Enquiry Clearances through Call & E-mail, etc.

· File management, Office correspondence i.e. Printing, Faxing, Scanning, Filing, Mails & Calls etc.

· Travel scheduling, Timesheet, Staff rotation, Supervisory duties etc.

· Documents creation, Approvals of Bills, Claims, Files etc.

· Knowledge of WPS preparation of Labors and Staff monthly

· An effective communication link between both employees and managerial head.

Previous Employment Updates
                               
· Company                     : MFIT Interiors Decoration. LLC., Dip-2 – Dubai, UAE
· Designation

 : Accountant cum Admin & IT Support
· Duration

 : 1-12-2013 to 30-10-2015 
*** M/s. MFIT Interiors is one of the leading reputed Interior company in Dubai (UAE), in the field of Interior job from allover  UAE , MFIT by the control of Malabar Gold and Diamonds, UAE
· Company                     : Malabar Gold and Diamonds, Corporate office, Deira, Dubai
· Designation

 : Computer opERator
· Duration

 : 01-08-2013 to 30-11-2013
· Keeping all Database of Customers in UAE through Computer with CRM
· Company                     : Contech Kitchen Interiors, MG Road, Trichur

· Designation

 : Manager Admin/accounts
· Duration

 : 01-04-2004 to 30-03-2013
· Preparing monthly Payroll for all the employees.

· Preparing employees Salary sheet, Timesheet, Leave details and Personal Records on a monthly basis.

· Posting Journal entries, Bookkeeping, Records, Filing, Faxing, Scanning, mailing, etc.

· Handling day to day transactions with exact records.

· Handling of combining clustered accounts data with updated main accounts.

· Handling Expense management i.e. Travel, Bills, Encashment of employees etc.

· Contacting new clients for business development.

· Coordinate with Clients for scheduling appointments with the Management.

· Control purchasing and maintaining of office supply inventory.

· Frequent customer relation and giving daily update to managerial head.

· Showroom Management dealing Modular Kitchen, Kitchen Accessories, chimmeney, Hob etc.. 

· Company                     : Focuz Computers, Ernakulum, Kerala

· Designation

 : Service Manager ( IT )
· Duration

 : 01-01-2000 to 30-04-2004
· Branch Management and IT service responsibilities all over Kerala. 

SCHOLASTICS
· B.Com (Cooperation) Calicut University, Kerala (completed)(1988-90)
· PLUS 2 from Board of Higher Secondary Education, Kerala. (1983-85)
· SSLC from Board of Secondary Education, Kerala.(1982-83)
· Diploma in Computer Application (1988-89)
· Diploma in Computer Hardware and Networking (1999-2000)

· CISCO  Certified System Associates

· MCSA – Microsoft certified system Associates
TECHNICAL SKILLS
Operating Systems

: Windows XP, Vista, Windows 7 & 8.1, Server 2003,2008, 2012 R2
Packages


: MS Office(Excel Word, PowerPoint) , Tally, ERP Packages  etc…
Other Modules


: Internet, E-mail, Printing, Faxing & Scanning.

Computer Hardware

: Desktop, Laptop  Installations and Trouble Shooting etc..
PERSONAL STRENGTHS
· Problem Solving and Analytical abilities under pressure.

· Multi skilled, Team player and an effective Communicator.

· Positive, Self-Motivated, Quick Learner and Very Co-operative in life.

· Pleasing Personality and Keeping good Manners

LANGUAGE PROFICIENCY

Read



: English, Malayalam, Hindi

Write



: English, Malayalam, Hindi

Speak



: English, Malayalam, Hindi & Tamil

PERSONAL DOSSIER

Age & Date of Birth

: 48  yrs 

Gender



: Male

Nationality


: Indian

Marital status


: Married with two daughters
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