CV No 1944558
DEEPA
 CARRIER OBJECTIVE
To pursue continues learning and self-development to attain my career goal and to apply my knowledge and skill for the benefit to your esteemed Organization
KEY QUALIFICATIONS
            The ability to effectively prioritise task and manage a full support team. Good team player with excellent organization and motivation skills. Ability to perform consistently under pressure and in a varied environment. Ability to adapt quickly to ideas, methods and environments. Ability to communicate with people of all levels and backgrounds.

Areas of Strength
	► Finance Management
►Administration management

	► Internal Auditing Management
► Customer  Relation Management  


Professional Work History.
·  (From 14th August 2011 to 12 July 2016 )]  as Office Clerk 



 Job description: - 
· Registering and circulating all incoming and outgoing correspondence / documents, Preparation of daily, weekly and monthly submittals review status summary report and send to the Client.

· Receives daily timesheets from Cost Controller and enters relevant data into the MAXIMO system. Needs to re-enter any data that have been identified as errors during checking of audit trail by the Cost Controller and or Planning & Cost Controller Supervisor. Maintains speed and accuracy in data entry and ensures all posting are completed as scheduled.

· Type in English and proof reads a variety of material, such as letters, memoranda, reports, telexes, statements, tabulations, etc. Ensure accuracy 
before forwarding to supervisor for signature. Arranges dispatch and circulation of such items as necessary.

· Establishes and maintains a comprehensive filing system for correspondence and other material. Maintain files and records for the assigned manager, including files of department staff, ensuring adequate security measures are taken with regard to confidential papers and documents of significant importance.

· Carries out other similar or related duties such as photocopying documents, maintaining adequate stationary, and operating photocopier/fax machines as required.

· Participate and contributes in achieving department’s objectives as set from time to time. Conduct all business activities in accordance to ESNAAD HSE policies, legal Compliances requirements and ESNAAD Core Values.
· Participate in training sessions which enhances technical experiences and maintains a strong working knowledge of safety standards, regulatory requirements and company procedures, share training experiences with other members of the section.
· Getting all updates and information from the Engineers about Esnaad Safety, Integrity & Audit reports and all correspondence on time.

· Preparing all the employees overtime & their total hours monthly to control as per Esnaad rules and regulation

· Preparing a schedule for preventive maintenance work for all section (electrical, Mechanical , civil etc. ) to carry out the job on time without any delay.

.

· Bunduq Oil Company Ltd [Abu Dhabi, U.A.E: (Leave vacancy) From July to August 2011] as HSE Secretary.

Job description:-

· Entering the Lost Time Accident Display Board daily basis and arranging HSE Training for new comers and visitors.

· Issuing service order for maintenance of safety equipment’s, HSE Training and HSE activities.

· Entering Invoice Payment Authorization of actual expenses and preparing Memos, Faxes and Letters for internal correspondences

· Home Tex International [New Delhi, India (Oct.2005 to July 2007) worked as an Assistant Accountant.

Job description: - 
· Preparing Salary of casual labors and doing all routine office work. Maintaining personnel leave record, day to day administration work, Filing of ESI & PF challans. 

· Preparing account Vouchers, assisting internal and external Audit works within the organization. Preparation of Profit and loss accounts. Preparation for Credit and Debit notes.  Reconciliation accounting.

· Entering inward and outward challans of three Units and reporting to Auditor.  Preparing Daily reports of Trims and Fabric Items along with necessary Annexes.
· Oversees all supply purchasing to ensure that expenses are mentioned within the budgetary guidelines. Provides the administrator with routine reports and other requested information as needed.

· Prepare Sales Order; Check the availability of the items if the stocks coordinate with warehouse and Sales teams for delivery order and accounts. Prepare Weekly Monthly sales report and manage all pricelist.
· Check the availability of the items if the stocks coordinate with warehouse and sales teams for delivery order and accounts. Prepare weekly monthly sales report and manage all pricelist.

Academic Achievement

1. B.Com. (Commerce) From the University of Kerala 
I.T Exposure
· Diploma in  Software Application
Ms-Dos, Windows, Ms-Excel, Ms-Word, Power Point, Basic, Dbase III+, Tally 6.3 and 7.2, Fundamentals, Quattro-Pro, Knowledge of Internet & Email.

Personal Details
Nationality
 
:
 Indian      

Date of Birth

: 
24th July 1984
Languages

: 
English / Hindi / Malayalam
Marital Status
:
 Married 
Visa Status

: 
Husband Visa
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