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PROFILE
        A determined and responsible individual with good communication skill and ready to work both independently and as a member of a team, utilizing the skills acquired during my course and experience.
OBJECTIVES

To obtain a position in the Finance Team that would allow me to utilize my skills, knowledge and Experience in the field of finance while performing consistently and exceeding organizational expectations and constantly availing opportunities to learn, excel and grow.
​PROFESSIONAL EXPERIENCE
Khidmah L.L.C (March 2014 to Present) AbuDhabi, UAE

Position:  Office Clerk

Job responsibilities:

· Assisting Cashier in day to day activities such as receiving cheques from Operations Team for Various projects on daily basis.

· Ensuring cheques are filed based on cheque dates on appropriate folders for various projects.
· Providing assistance to cashier in entering cheque details into the main control sheet. 

· Assisting cashier in depositing cheques into bank on daily basis for various bank accounts.
· Helping cashier in scanning and uploading of cheques online on daily basis.

· Ensuring that all Cheques and Cash received, the receipt registers/documents are given to Accountants for posting on daily basis.

· Assisting in all other Ad-Hoc tasks as assigned by Superiors.
Midas Offset Press (May 2013 to ___) Thalasseri, Kerala
Position          : Junior Graphic Designer
Job responsibilities
·  6  Month experience in graphic design industry 
·  Demonstrated knowledge of design principles, practices and methods of digital art, graphic design and arrangement. 
·  Comprehensive knowledge of production procedures, printing system, and industry terminologies.  
·  Proven ability of predicting latest industry trends and able to translate them back into bottom line.
·  Extremely creative individual – Able to produce extraordinary design and product innovation
· Demonstrated ability as a good communicator- Able to understand design briefs
· Highly organized and motivated person -Able to multi task to ensure customer requirements are met.
·  Thorough understanding of repeats in Photoshop as well as Illustrator
· Perform a wide variety of graphic design functions and tasks by means of applications from the Adobe suite such as Illustrator, In-Design, Photoshop, and Acrobat)
· Design solo and multi-page, solo and multi-color publication layouts.
· Create, plan, prepare, design and generate a wide variety of visual materials.
EDUCATIONAL QUALIFICATIONS
· 1 YEAR GRAPHIC DESIGN COURSE 

(C-TAC COLLEGE OF ADVANCED STUDIES, India)
Higher Secondary

2010 – 2012

       KN Higher Secondary School, Kerala,India
Score: 61%         
       Higher Secondary Board Kerala.

Matriculation

2010


       NAM Higher Secondary School, Kerala,India
Score: 62%                     Gov of Kerala, Educational Department.
Key Competencies
· Excellent communication skills
·  Demonstrated ability to maintain composure
·  Professional attitude
·  Able to perform well under pressure
·  Superb customer service skills
·  Good interpersonal skills and able to complete assignments before deadlines.
COMPUTER SKILLS
· Advance knowledge of Excel, Word, and Power Point.

· Photoshop, Illustrator, Page maker, Corel draw
PERSONAL INFORMATION

· Date of Birth

: 31st May 1993
· Marital Status

: Single

· Nationality

: Indian

· Languages known
: English, Hindi, and Malayalam.

· Visa Status

: Employment
· Driving License         : U.A.E Light Motor Vehicle.
DECLARATION

I, hereby declare that all the above information mentioned is true to the best of my knowledge.
