	     JASNAMOL J

Personal Data:

Date of Birth: 07 -10-1984
Sex:female
Nationality: Indian
Religion: Islam-Muslim 

Marital Status: Married


	CURRICULAM VITAE

Objective: 

To seek a challenging and rewarding position in Office Administration in an organization that values individual contribution where my experience and skills could be put to use to facilitate the development of the organization and self.
Professional Experience    
· Executive from Feb 2011  to Jan 2013 with
 MUTHOOT FINANCE  LTD, Alappuzha,Kerala, India 
Responsibilities :

· Handling Gold Loan  
· Updating Database and proper Maintenance of records.
· Recording of day to day transactions in Ledgers
· Maintenance of Cash Book and Bank Register
· Handling cash and safe keeping of cash
· Preparation of daily statement
· Working Experience  as a Transaction Processor in ACS  Info park Cochin, 
Educational Qualifications

· Bachelor of Arts in Economics- S.D College, Kerala University, Kerala, India.
· Higher Secondary school Certificate- L.M.H.S.S, Alappuzha Kerala, India.
· Secondary School leaving Certificate (SSLC) - St.Michal’s.H.S, Alappuzha
Computer Skills

· MS Office, Internet and Email,
· BPO Software Training in CBIT, Alappuzha


	                        Achievements/Strength

· Proven track record of accurately completing all assignments.

· Fast Learner and aggressive in Meeting deadlines.

· Willingness to take additional responsibilities.

· Highly Motivated with Positive Attitude
          Languages Known

· English.

· Malayalam.
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