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Arees
Arees.326805@2freemail.com 
Accounts clerk - Aster DM Healthcare
Your job posting for an Office Assistant immediately caught my attention as my experience and skills appear to closely match your requirements.
Please allow me to highlight why I am the right job candidate.
over 5 years’ experience as an office assistant in a fast-paced work environment
an independent worker who takes the initiative to learn about the company's products and processes organizational skills put to good use in coordinating office communications, meetings, events and travel successful development and streamlining of systems and processes to improve office efficiency confident interpersonal skills resulting in positive working relationships with colleagues and customers demonstrated accuracy and competence in the completion of general accounting tasks proficient in MS Office with excellent keyboard and typing skills
proven ability to successfully multitask, handle interruptions and meet demanding deadlines responsible for efficient database administration, regarded as a valuable information resource by co-workers
WORK EXPERIENCE
5 Years’ experience in accounts clerk in Aster DM Healthcare 2011 to 2016 Scanned and filed forms, reports, correspondence and receipts.
Entered information into computer databases.
Retrieved requested files and delivered to appropriate personnel.
Supporting for supplier payment
EDUCATION
sajipa mooda college bantwal
1ST PUC
ADDITIONAL INFORMATION Skill Highlights
Administrative support specialist
Core Accomplishments
Developed advanced physical filing system to handle high-volume paperwork needs for growing department.
