


CURRICULAM VITAE

CAREER OBJECTIVE:

To be a successful professional and become an asset for the organization through hard work, patience, perseverance, continuous learning and understanding the ethics and morals of the organization and to be true and loyal to the organization goals and achievements.

WORK EXPERIENCE:

1. October-2013 to March-2016
Worked as a Office Administrator cum Accounts Assistant in a ‘International W.L.L’ at Doha, Qatar
Roles & Responsibilities

· Tally Data Entry for Accounting

· Preparing Invoice for Customer

· Making separate file number for every client

· Keep all Audit client file datas in Excel for tracking the client
· Uploading Audit client Company Documents and  in website software

· Monitoring all client Auditing Filing Expiry Date by Excel

· Monitoring all client Tax Card Expiry Date 

· Mail to  Client before expiry date of tax card
· Mail to  Client before last date of Audit Submission Filing for avoid  Penalty
· Preparing Payment voucher

· Quotation for the Customer

· Bank Cash withdraw and Deposit.

· Collecting Payment from Customer.

· Issuing cheque to the supplier.

· Monitoring and maintain the Petty Cash.

WORK EXPERIENCE:

2. September-2011 to August-2013

Worked as a Sales Coordinator cum Accounts Assistant in a ‘LLC’ at Dubai, U.A.E.
Roles & Responsibilities
· Managing all the sales related activity of company

· Handling of customer enquiries whilst providing a high quality of services to each caller 

· Tracking sales orders to ensure that they are scheduled and sent out on time

· Ordering and ensuring the delivery of goods to customers

· Making follow-up calls to confirm delivery dates
· Responding to sales queries via phones , e-mails

· Preparing Invoice for Customer

· Preparing Payment voucher

· Preparing LPO, Quotation for the Customer

· Preparing WPS statement to Bank

· Preparing invoice & Packing list of products in a Container and forwarding to Freight forwarding company.

· Coordination with Truck Driver 

· Arranging Truck for Customers to receiving their material.

· Account Payable and Receivable making Reports.

· Bank Cash withdraw and Deposit.

· Collecting Payment from Customer.

· Issuing cheque to the supplier.

· Monitoring and maintain the Petty Cash.

WORK EXPERIENCE:
1. September 2009 to August 2011
Worked as a Office Administrator cum Accounts Assistant in a ‘MRS Transport LLC’ at Dubai, U.A.E.

Roles & Responsibilities
· Preparing Invoice for Customer

· Arranging Truck for Customers to receiving their material.

· Preparing LPO, Quotation for the Customer

· Preparing WPS statement to Bank

· Preparing invoice & Packing list of products in a Container and forwarding to Freight forwarding company.

· Coordination with Truck Driver 

· Account Payable and Receivable making Reports.
· Bank Cash withdraw and Deposit.
· Collecting Payment from Customer.
· Issuing cheque to the supplier.
· Monitoring and maintain the Petty Cash.
WORK EXPERIENCE:

April-2008 to Aug-2009
Worked as a Store-in-charge cum  Office Administrator in ‘Essar Assciates’ at Nagercoil, India.

Roles & Responsibilities

· Maintains goods in a suitable environment, following the specific Instruction
· Ensure the Stock record matching with Physical stock. 
· Reviews standard daily fixed order from warehouse for smooth processing 

· Perform checking on incoming goods for quality and quantity.

· Making the payment to the suppliers.

· Managing the Packing & Delivery of Products to the Customer

· Collecting dues from the Customers 

WORK EXPERIENCE:

January-2003 to March-2008:

Worked as a Accounts Assistant in ‘Meera Investments Ltd’ at Kampala, Uganda.

Roles & Responsibilities

· Preparing  Payment voucher
· Banking work cash deposit and withdraw

· Cheque collection from customer

· Bank Reconciliation

· Making wages report to labour workers

· Writing cheques for payment 

EDUCATIONAL QUALIFICATION:

· Bachelor of Science (B.Sc) at Manonmaniam Sundaranar University,Tamilnadu,India 

Course Completed on Apr’2001.
COMPUTER KNOWLEDGE:

· MS Office 2010 ( well versed in MS Excel)
· Tally ERP 9
· Diploma in Computer Application  

PERSONAL PROFILE:
Date of Birth

: 29th June 1980
Marital Status

: Married
Languages Known
: English, Tamil, Malayalam & Hindi
Nationality


: Indian

Religion


: Islam
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