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CURRICULAM VITAE
UMMESALMA 
	Desired Position
	:
	Administration/Reception/Accounts

	Desired job location
	:
	Dubai

	Current Location
	:
	Dubai

	Type of position
	:
	Full Time Permanent

	Highest Degree Attained
	:
	B.COM Regulars

	
	

	
	
	


Objective:
To secure a position with a stable and profitable organization, where I can be a member of Team and utilize all my skills to the fullest.
Computer skills:
Competent in using Microsoft Office 2013 . (Microsoft Word / Excel, Microsoft Power Point). Possesses extensive knowledge in Tally and FOCUS accounting system.
Working Experience:
One year of Experience in handling accounts of “International Company” in Secuderabad, INDIA 
Work done includes maintaining daily books of accounts, managing bank related transactions. Preparing Various reports such as Cash flows, Monthly Sales and Purchase report etc 
Presenting Monthly MIS to the Management showing detailed analysis on revenue and expense items. Compliances for Various taxes such as Income Tax, Wealth Tax and VAT, Finalization of accounts 
annually etc 
Communication with Auditors and assisting them in smooth conduct of audit. Making client presentation in Microsoft Power Point 
Preparing client data base for internal auditing 
Professional Skills:
Proficient with computer literate like Microsoft Office 2013 Organizing and coordinating skills. 
Ability to handle all clerical duties and phone calls. Document controlling for all departments. 
STRENGTH
Excellent interpersonal and applicant assessment skills Strong counseling skills. 
Sound knowledge of Accountancy applications. Good analytical skills. 
Can work under pressure 

Education Qualification:
	Education
	
	Place of study
	
	Year Of Passing
	% Scored

	Degree
	Kasturba Gandhi College
	
	2013_2015
	80%

	Intermediate
	Little Flower Junior
	
	March 2012
	71%

	
	
	College
	
	
	

	ICSE
	MSB Educational Institute
	
	March 2010
	69%

	Personal details:
	
	
	
	
	

	Marital status
	:
	Married
	
	

	Date of Birth
	:
	09.08.1994
	
	
	

	Nationality
	:
	Indian
	
	

	Visa status
	:
	Husband Visa
	
	

	QUALITIES
	:
	Polite, Hardworking, Open minded
	

	Languages Known
	:
	English, Hindi
	
	

	Driving license
	:
	Indian driving license
	
	


I hear by declare that all the statements made above are true, complete and correct to the best of my knowledge and belief.
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