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Objective
Friendly, Motivated, Self-Confident, Independent and Experienced Management, Administration and Accountancy firm with 13+ years experience. Seeking a position in the adminstration or accountancy field where exceptional analytical and technical skills, and effective cash handling abilities can be fully utilized to improve the company’s productivity.
Professional Experience


        Total 13 years | 10 months
“UAE Exchange Centre LLC”




Aug 2013 – July 2016 

Retail and Wholesale Foreign Exchange | United Arab Emirates
Service Officer (Accounts & Anti Money Laundring Dept) 
· Tallied all the accounts and Cheques with proper vouchers and reports to head office
· Buying and selling Foreign currencies and verify the currency physically
· Transferred remittance and follow-up the status 
· Accepting cash against Credit card, Bank loan, Utility bill payments, Air ticket   
· Promoting the company’s allied products  
· Maintained all the data of accounts related, customer compliance, inquiries, cancel and reverse transactions with company policies 
· Ensured the petty cash
· Reporting daily activities to the management
· Tallying cash and foreign currencies with system’s balance
“Al Jas Tidal Resources Sdn Bhd”



Nov 2006 – Mar 2011 
Retail and Wholesale Foreign Exchange | Malaysia
Accountant
· Verified all foreign currencies and travellers‘ cheques
· Response to open best rates for foreign currencies
· Administrated office and staffs and report to the respective management  
· Maintained petty cash, ledger account and closing balance of clients
· Handled attendance and salary of Employees
· Calculate monthly profit and loss, over time, shift and loss of payment
· Processed holidays, sick and maternity pay and expenses
· Maintained shop keys and locker key
· Responsible to open and close the office and shop daily
"AMY Yields Sdn Bhd”





May 2001 – Oct 2006 

Retail and Wholesale Foreign Exchange | Malaysia
Assistant Accountant
· Job role is same as above, and …
· Sort out counterfeit and worn bills and report 
· Stock currency in order of denomination

· Verify and tallied the cash received
· Sorted and wrapped coins and currencies
“Saint Nagore Andavar English School”



Oct 1998 – Dec 2000
Private Educational Organization | India
Assistant Manager


· Administrated  the office and staffs

· Prepared the students attendance and mark list
· Calculated and issuing pay by cash or cheque
· Deducted tax and national insurance payments
· Calculated overtime, shift payments and pay increases 
· Teach and develop the Institute
EDUCATIONAL QUALIFICATION 
Higher Secondary School from CSI, Nagapattinam, India



1994 - 1996 
Bachelor of Business Administration (B.B.A- Disc.) - Madras University, India



1996 - 1998
Diploma in E-Commerce (DEC) with FIRST CLASS - Computer Software College, India


2000 - 2001

Diploma in UNIX & C++ (DUC) with FIRST CLASS - Computer Software College, India 
2000 – 2001
Computer Skills
Operating System

Dos 6.22, Windows



Language


C, C++, Sun Java 2, UNIX




Packages


MS-Office’2000 (Word, Excel, Power Point




Web Scripts


VB Script, Java Script, CGI, Active X, PERL




Web Designing

HTML, MS-Front Page 




RDBMS


Oracle 8.0




Web Programming

JFC/ SWING, Java Beans




Client/ Server Program
ASP, Servlets, JDBC




Distributed Architecture
RMI, Corba




Adobe



Photoshop 6.0




Outlook Express and Microsoft Outlook

SKILLS
       • Proven excellent administration

       • Excellent hand writing

       • Well communication skills
       • Ability to recognize counterfeit note by hand

       • Good mathematical skills

       • Faster in counting currency

       • Well cash management

LANGUAGES
 


|English
| Malaysian
| Indonesian



|Tamil

| Malayalam
| Hindi
OFFICIAL TRIP
| Malaysia
| Hong Kong

| Singapore

| Saudi Arabia



| Indonesia 
| Sri Lanka 

| Thailand

| UAE




| China
| Others
AWARDS

Customer Service Week 2013 Winner

Employee of the Month of October 2013

Employee of the Month of November 2013


Employee of the Month of February 2014


Employee of the Month of March 2014


Cross-Selling (Allied Product) Topper for January 2015


Employee of the Month of February 2015


Employee of the Month of May 2015


Employee of the Month of September 2015


Appreciation Award 2016 from CEO of UAE Exchange 
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