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                                                                                                                       Sholy
Sholy.321772@2freemail.com   
OBJECTIVE
Seeking a challenging career where my analytical & problem solving skills can be applied to serve in an organization that extends its support and learning environment to diversify my skills, offering a good potential for future prospects.
PROFESSIONAL EXPERIENCE
Samsung Electronics
Media City

Position: Administrative officer                                                          Oct 2016-Nov 2016
( Temporary Post)

Aluline LLC 
Business Bay 

Position : Accounts Assistant 


    Dec 2015 to April 2016

Software Used :Sage 50
Trans Freight LLC

Al Garhoud, Dubai                                                                                  
Position    : Accounts Assistant                                                            Dec 2011  -Jan 2013
Software Used : Xpertease
Bob International Technical Works LLC                                           Aug 2009 – Aug2011

Deira ,Dubai

Position:   Accountants Assistant
Software Used :Tally 7.2
Sales Tax Department                                                                               Feb 2006-Oct2006

Govt of Kerala  (India)                               

Position:  Computer Operator 








Olive Public School                   


                                  June2005-Feb2006            Kerala (India)
Position: Computer Teacher
DUTIES AND RESPONSABILITIES
· Preparation of Customer  Invoices 
· Booking receipts Entries

· Receivables Follow up

· Booking Supplier Invoices in the system

· Entry of all payments made to the suppliers 

· Preparation of Cheques

· Maintains Record For all Files

· Preparation of receipt vouchers 

· Preparation of payment vouchers 

· Bank reconciliation.

· ‘Prepare debtors’  ageing report  & constantly follow up for payments
· Preparing salaries of all the employees of the company .
· Preparing LPO and Quotation For new projects

· Handling petty cash.
· Accounting Software Used: Tally 7.2,Xpertease,Sage 50
EDUCATIONAL QUALIFICATION
PG Degree      :  Master in Computer Application (Kongunadu  Arts & Science College, India)  

 B Sc Degree  :  Mathamatics (Govt: College Madappally, kerala,India)

 Plus Two     :  Science(PHSS ,Kerala ,India)
COMPUTER SKILLS


 

Languages/Tools             :   C, C++, JAVA, HTML,VB.

RDBMS                          :    ORACLE,  MS ACESS.

Operating Systems          :    WINDOWS 98/XP/2000/ NT ,VISTA   

Accounting Software      :   Tally 7.2   ,Xpertease   Sage 50
LANGUAGE SKILLS
 Written & Spoken: English, Hindi ,Malayalam
PERSONAL INFORMATION
Address

:
Al Qusais,Dubai



Date of birth

:
18-05-81
Nationality

:
Indian

Marital Status

:
Married
Gender


:
Female

Visa Status

:
Husband Visa
Declaration

          I here by declare that the above-mentioned details are true to the best of my knowledge.

