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Career Objective:

To work as DMS Support in the field of Customer Relation Service for an organization that can really excel my capabilities and enhance my professional skills by providing excellent working environment. 
Work Experience:

Organization


: Cochin.
Designation


: JAT (Junior Assistant cum Typist).
Duration


: November 2012 – November 2013.
Job Responsibilities



· Verifying the Cash Book.

· Maintain  Cash Book, Ledger 
· Classification of expenditures and make sure it’s recorded appropriately.

· Record the transactions into the accounting software.

· Assist for Internal and external Audits and provide the requirements.

· Preparation and Finalization of Fees Account and Sale of form Account.

· Preparation and finalization of Monthly Accounts of the Regional Centre.

· Preparation of bank Reconciliation Statement.

· Maintain   Expenditure Cum Register up to date.

· Maintain the Suppliers Books, and reconcile the Payables and receivables.

· Prepare VAT returns.
Organization


: Jupiter Group for Vinverth & Britelite. Cochin. 
Designation


: DMS (Document Management System) Operator.
Duration


: November 2007 – October 2012.
Job Responsibilities
· Telephonic technical support 
· Troubleshooting and first level support of Electronics devices supplied by Jupiter.

· Document filing and scanning of Courier dept. and subcontract suppliers

· Verification of Authentication formswithOutbound calls dept.
· Uploading the Authentication forms to DMS system.

· Updating daily reports to Higher Management of Jupiter Co, LLC Dubai.

· Follow ups and Co-ordination with inbound and outbound section.
Educational Qualification:

· Three years Engineering Diploma in Computer Engineering from  Govt Women’sPolytechnic College, Nedupuzha, Trichur. Under the Department of Technical Education, Kerala.

· Plus 2 from SM HSS Cherai Under the board of Higher Secondary Education, Kerala.
· S.S.L.C. from SS MHS Azhicode, Trichur under the Board of Secondary Education, Kerala.

Technical Skills:
Operating Systems
: Windows XP Professional, Windows 7

Software Knowledge
: MS Office, Tally.
Awards:

Excellency Award for Best Employee (Handling and managing our Department) for the year 2011-2012 from Jupiter Group
Personal Details
Age & D.O.B

: 28, 21/05/1987
Marital Status

: Married

Sex

: Female

Medical History

: Good

Passport No

: (08.02.2012-07.02.2022)

Visa Status

: Resident Visa

Nationality

: Indian

Linguistics Abilities

: English, Malayalam.

Hobbies


: Travelling, Music, Browsing, Solving problems&Puzzles.


Declaration

I hereby declare that the above-furnished details are true to the best ofmy knowledge.

Place: 
Date: 
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