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        ALEX 
Email: 
ALEX.340110@2freemail.com  
Contact :
Visa Status: On visit visa, valid until April 06,2017
Personal Data:
Age &DOB         : 20-01-1992
 Religion             : Christian
 Gender               : Male
 Marital Status   : Single
 Nationality        : Indian
Passport Details:
Place of issue  : Kozhikode
Languages Known:
English, Hindi,

Malayalam 
Personal  Strengths: 
· Good Understanding Ability.
· Effective Supervision &  Co-ordination
· Good Communication skill.
· Good in team work


	Career Objective

To secure a deserving position in your organization to sharpen my existing skills , seeking administrative/ finance position.
Summary:



· Dependable administrator skilled at managing diverse needs in challenging , fast paced environments
· Energetic professional with remarkable communication skills
· Documentation expertise
· Data management
· Innovative and analytical with excellent project management skills
· Maintained accounting records

· Accounts receivable / payable management

· Petty cash handling

 Nature of Experience

Worked as Administrative Executive in ISDC Services India Pvt. Ltd from 16.06.2013 to 29.02.2016
Computer Proficiency                               

· Microsoft Excel
· Microsoft Word

· Tally

· Peachtree

· QuickBooks
  Academics
Course/

Degree

School/College/University

Year 

B.Com
Dr.CV Raman University
2016
MFA (Master in Financial Accounting)
International Association of Book Keepers (IAB)
2016
  ACCA ( F1-F3)
Indian School of Commerce
2011
  PLUS TWO

NSS HSS ALAKODE

2010

  SSLC

ST.JOSEPH’S HSS VAYATUPARAMB

      2008




Duties and Responsibilities

	· Looked after accounts section of the organisation
· Developed standard operating procedures for all administrative employees

· Maintained computer and physical filing systems

· Received screened and routed incoming calls

· Provided complete meeting support including preparing materials and taking notes

· Coordinated special projects and managed schedules
· Broad-based experience covering a full spectrum of administrative duties, including executive support, office management, billing/invoicing, payroll administration, customer care, account management, database administration, document preparation, travel/meeting coordination and project/program support.



              
     Declaration:
 
  I here by declare that the information given above are true and correct to the best of my knowledge     and belief.









