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Summary :  A confident multi skilled and capable accountant with excellent knowledge of finance and accounting procedures, Exceptional analytical and problem solving skills and able to provide financial information to all areas of the business whilst ensuring that all management information is accurate. One which will make best use of my existing skills and experience and all so further my development.

Skills : 
             Management                                                         Personal                                                                                                                                                           
                      People management                                            Well presented                    

                       Events management                                         Communication Skills                                  
                       Staff development                                                     Organizing                                  
                       Staff scheduling                                                      Problem Solving                               
Academic :    MBA (HR) Bharathiar University  2011-13

                        M COM  Bharathiar University 2011-13
                        B COM Kannur University 2008-11

                        12th Std IJMHSS Kottiyoor 2006-08

                        10th Std IJMHSS Kottiyoor 2006

	


Career :        ADMIN MANAGER                                                    June 10th 2013 to December 31st 2015
  Duties & Responsibilities for Admin Manager:   
· Selects and assigns staff ensuring equal employment opportunity in hiring and promotion.
· Coordinates activities by scheduling work assignments, setting priorities and directing the work of subordinate employees.
· Evaluates and verifies employee performance through the review of completed work assignments and work techniques.
· Identifies staff development and training needs and ensures that training is obtained.
· Maintains records, prepares report, and composes correspondence relative to the work.
· Scheduling daily programs of MD.
· Preparing Salary/Atendance statement of staff
· Ensures proper labor relations   and condition of employment are maintained.
· Consults with operating officials on program plans in relation to fiscal capacity.
· Conduct client meeting.
· Supervises the revision of rules, regulations, and procedures to meet changes in law and policy.
· Conduct training to staff 
· Prepare minutes of the meeting.
Personal Details:
 Name                                 :  Josmi Joseph
                               Age                                    : 25 years

                              Sex                                      : Female
                              Marital Status
                   : Married
                              Date Of Birth

     :4th April 1990
                              Nationality

     :  India     
                            Languages Known                 : English, Hindi, Malayalam,Tamil
Passport Details:          
                                         Place of Issue                   :
 Kozhikode
                                         Date of Issue                    :
20-08-2014
                                         Date of Expiry                  :  19-08-2024
Residence Visa Details:           Place of Issue      :
    Abu Dhabi

                                                     Profession            : House Wife

                                                        Issue Date         : 2016/02/24

                                                       Expiry Date         : 2018/02/23
     
Declaration: 
I hereby declare that the above mementos are true to the best of my knowledge
Place     :  Abu Dhabi
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