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SARITHA 
Saritha.327455@2freemail.com 
PERSONAL DATA:

Date of Birth : 28/11/1982             
Sex               :  Female                      
Nationality    :  Indian                                  
Marital Status :  Married
Educational Qualification:

Master Degree in Commerce 
Bachelor of Education (B.Ed) (68%)
Bachelor of Commerce (B.Com)
Completed Computer Course
MS Office 2000,Tally 7.2



CURRICULAM VITAE
CAREER OBJECTIVE
Passionate dedicated educator seeking a position in teaching education in a school. Accomplished educator with demonstrated ability to teach, motivate, and direct students while maintaining high interest and achievement. Through knowledge in teaching commerce subjects and accounts .Also through knowledge in computer application such as  Ms office ,Windows, Dos, Tally & Peach tree.
Professional Experience

Profile – 1

· Job Title
:         Senior Secondary Teacher
· Company      : 
INDIAN HIGH SCHOOL ,DUBAI 
· Industry         :
School (CBSE)
· Period

:
From APRIL2016 – TILL
Working as a ACCOUNTANCY & MARKETING in Girls Section.(11&12,)
Profile – 2

· Job Title
:         Teacher
· Company
:
 GULF ASIAN ENGLISH SCHOOL 
· Industry         :
School (CBSE)

· Period       
:
From SEPT2013 – MAR 2016
Working as Commerce & Social Science Teacher.
(9,10)  (11&12 Accountancy & Business Studies)  
Profile – 3
· Job Title
:         Teacher
· Company
:
 SARASWATHY VIDHYANIKETHAN  
                                                     CBSE SCHOOL, THRISSUR
· Industry         :
School (CBSE)
· Period       
:
From MAY2011 – MAR 2013
Working as Commerce Teacher in Plus one & Plus Two
Roles & Duties

· Planning and preparing courses and lessons

· Adheres to school and local school system procedures and rules

· Conducts assigned classes at the times scheduled

· Demonstrates accurate and up-to-date knowledge of content

·  Assigns reasonable tasks and homework to students

· identify the needs of individual students in their classes, and work to help each child develop his or her own potential

· Treat students with respect, and teach them to treat others with respect

· Thoughtfully design, read, and mark paper assignments, tests, and homework

· Develop a strong and, warm working relationship with each student.

· Assess student achievement, track student progress, and keep records. 

· Write midterm and end-term comments for each student's parents and permanent file

· Assign motivating &interesting Project work to plus two students.

· Maintains confidentiality of students and students’ records

· Conducts assigned classes at the times scheduled

· Enforces regulations concerning student conduct and discipline.
 Profile – 4
· Job Title
:
Accountant 
· Company
:
German Clinic Dubai

· Industry
:
Hospital

· Period

:
From May 2008 Feb 2010
Roles & Duties

·  Monthly & daily reports for all the financial transactions / goods.

·  Manual &computer accounting. 

·  Management of cash flows / Handling Petty Cash & Maintaining cash register.

·  Handling Accounts Payable, dealing with vendors, checking & verifying invoice.

·  Preparation of Final Financial Statement / Assist & coordinate with Accounts Manager.

·  Maintaining attendance register, Overtime allocation-calculation.

·  Bank Transactions / Bank Reconciliation Statement / Bank Correspondence. 

·  Preparation of Payroll.
Profile – 5
· Job Title
:         Teacher
· Company
:  
Vidhya Bhavan  College 
                                (B.com Degree Class)
· Industry
:         COLLEGE
· Period

:         From March2006- Mar 2008.
Educational Qualification:

           Master Degree in Commerce (Year 2006)
           Bachelor of Education (B.Ed) from University of Calicut Kerala, India 
           Bachelor of Commerce (B.Com) from University of Calicut Kerala, India

Computer Proficiency:

    Good Knowledge in MS Office 2000, Tally & Peachtree
Other Skills:

· Self motivated and initiative 

· Keeping records up to date  

· Quick learner

· Excellent in decision making and having strong sense of responsibility

· Strong interpersonal, verbal and written communication skills.
Languages Known:

· English

· Hindi

· Malayalam

DECLARATION

   I hereby declare that above furnished details are true and correct to the best of my knowledge
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