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Proven expertise in office administration, client relations, customer service, financial management, planning, maintaining overall office keeping, holds excellent leadership, analytical, problem solving, coordination, monitoring, time management, and inter personal skills.
	Strengths

	
	

	
	+
	Expertise in Finance &Office Administration

	+
Adept in Accounting & Management System
	+
	Motivation-Relationship Building Capabilities

	+
Highly Motivated–Dynamic-Service Driven
	+
	Total Quality& Employee Involvement Effort

	+
Maintaining office co-ordination
	+
	Proficient in MSOffice and Accounting software.


	Qualifications
Master of Business Administration
	2012

	Anna University Chennai, Tamil Nadu, India
	

	Bachelor of Commerce
University of Kerala, India
	2010


 SHAPE  \* MERGEFORMAT 



Executive (Accounts & Admin) Confidential UAE (Free zone visa)
FEB 2015 – till date
· Prepared and issued customer invoices

· Monitored and collected overdue customer payments
· Verified bills and vouchers

· Maintained inventory
· Prepared reconciliations, staff payroll and customer ledger cards
· Managing petty cash transactions
· Responsible for sales coordination activities
Accounts Officer in Manappuram Finance Ltd Bangalore, India                        MAY 2013-SEP2014
· Expertise in arriving at inferences through data mining using raw data extracted from ERP and MIS and communicating to senior management for decision making.
· PeriodicreportingtoChiefAccountantonInventorylevelsandLoanriskexposures.
· Ensuring service delivery and quality of customer service and provide training to junior staff.
· Assist Chief Accountant in accounts finalization, monthly book closing procedures and in preparing financial statements such as balances sheet and profit &loss statement.
· Perform variety of accounting functions including reconciliation and verification of financial records under direct supervision.
· Ensuring the branch is adequate in the working capital management for smooth running of the day to day business
Branch Executive, ICICI Bank, Trivandrum, India.
OCT 2012 –Apr2013
· Business Development of housing and auto finance by working towards the set annual budget targets and succeeding it.
· Coordinating with the Regional office in documentation logistics.
· Updated with latest policies &current operations procedures.
· Assist day to day operations of the branch.
· Providing services and responds to customer inquiries and resolving the complaints.
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· Organization
: Travancore Titanium Products .Ltd.
· Project Profile
: Financial performance at Travancore Titanium Products Ltd.
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· Working knowledge in Tally, Dot net, Oracle
· Proficient in MS Office Suite, E-mail & Internet applications.
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Nationality
:
Indian
Religion
:
Islam
Date of Birth
:
15 July1988
Marital Status
:
Single
Date of issue
:
05-10-2010
Date of Expiry
:
04-10-2020
Languages
:
English, Malayalam, Tamil
Visa
:
Transferable Visa
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I hereby declare that the above information is true to my knowledge.
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