	IT FORTE.
· Capable of using Microsoft Office.
· Having good knowledge in Operating Systems.
· Good knowledge in Job related software’s.
PERSONAL DETAILS.
· Date of birth: 28th Dec, 1996.
· Sex                    :  Female.
· Nationality    : Indian.
· Marital status: Single
LANGUAGES KNOWN

· English 

· Hindi reading & writing
· Malayalam   
· Tamil.
SOFTWARES KNOWN

     MS Office:
· Ms office word

· Ms office Excel

· Ms office PowerPoint


	PRAISY REJI
APPLICATION FOR.
    Suitable Post. 
Professional Skills.
·   Capable of Planning and executing all administrative tasks
·   Amicable, can deal with employees at all levels. 
·   Open and Honest.
·   Assumes additional responsibility proactively.
·   Problem solver.
·   Excellent verbal and written communication.
Employment History,
 Present Employment- September 2015 to Still   
Employer
: Oasis Gifts & Stationary Abu Dhabi, UAE
Position              : Accountant cum Administrator
Responsibilities :               

· Handle large amounts of paperwork and data.
· Work within a busy office environment, and support office teams in order to ensure the smooth running of day-to-day activities.

· Communicate clearly with work colleagues using emails etc.

· Handle petty cash, floats and expenses.

· Continually meet and exceed the operational and administrative expectations of employers.

· Provide accurate administration of all paperwork generated at Office level.

· Quickly learn about new in house database systems.

· Find and obtain information and documents quickly.

· Good typing and note taking skills i.e. a minimum of 30 words per minute.

PROFESSIONAL QUALIFICATION 

Qualification

School/ College 

University

Year

SSLC

Catholicate Higher Secondary School Pathanamthitta 

Kerala Board

 2012

HIGHER SECONDARY 

SNDP Higher secondary school pathanamthitta

 Kerala Board

2012-2014

BACHELOR OF BUSINESS ADMINISTRATION 

Wisdom Institute Abu Dhabi

Sikkim Manipal University

2014-2017       (Still Studying )

Job Seeker First Name / CV No: 1817916
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