[image: image1.jpg]



NISHA                                            NISHA.319467@2freemail.com   
Objective:

I have an inherent strength to explore diversified profiles. Since I have a natural inclination to learn and explore I would like to be associated with your organization in one or more of the appropriate profiles that fits my academic educational disciplines/work profiles based on the work experience I have acquired in the various fields.

Personal Profile:

· Experience in Accounts, Office Administration.

· Well-versed in Tally, MS Office and Internet

· Can speak English, Hindi, Malayalam, 

· Energetic, enthusiastic with great attention to details.

· Can work under pressure & meet deadlines.

· Highly dependable & can prioritize and organize tasks.
WORK EXPERIENCE:

1.

Organization

:             PARCO Group of Companies, Dubai, UAE.
Designation

:             Cashier- Cum- Accounts                                                                            
Time Period

:             May 2014 –July 2016
2.
       Organization

:     
GlobalAssociate ,Kanhangad, Kasargode,     




 Kerala

Designation

:         Accountant 
Time Period

:         November 2008 to December 2013

Responsibilities:
· Handling all the  cash transaction
· Guiding and solving queries of customer
· Checking daily cash accounts
· Receive payments by cash or credit cards etc
· Prepare sales report.

· Prepare daily general journal transaction.

· Responsible for the day-to-day cash reimbursement, expenses, and other cash matter of the company

· Update company’s bank account and Bank reconciliation.

· Handling Petty Cash Fund of the company.

· Handling and maintaining all the necessary Company Documents and giving instructions for renewal. Preparing Sales Invoices.
· Bank Reconciliation, Posting And Balancing

· Monitors office operations.
· Maintain good relation with supplier.
· Attending to customers and answering business related queries.
· Develop and maintain relationships which benefit client and overcome client resistance/objections to product.

· Record, monitor and assess results of referred enquiries between companies.

Education

· Higher Secondary Education
· Bachelor Degree Of commerce
Aditional Qualification
· Tally
· Computarised Financial Accounting

· MS Excell

Personal Profile: 

Name 

          
: Nisha 

Date of Birth


: 14-04-1985

Nationality

: Indian
Marital Status

: single
Languages Known

: English, Hindi and Malayalam

Declaration:

I hereby declare that the information given above is true to the best of my knowledge and belief. 











