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       UNNI
         DUBAI, U.A.E.

E-Mail unni.348318@2freemail.com        
Personal Details

Date of Birth
    : 16/05/1974
Sex               
    : Male

Marital Status     : Married
Nationality          : Indian

Visa  Status: 
Visit Visa
Languages known

· English 

(Speak/Read/Write)

· Hindi 

Speak/Read/Write)

· Malayalam   
     Speak/Read/Write)
Strengths

· Excellent analytical Skills

· Ability to deal with people diplomatically

· Good communication skills

· Good presentation & reporting Skills.

· Excellent negotiation Skills.

· Ability to adapt in dynamic situations.


	Objective

Intend to build a career with an organization which will help me to explore myself fully and realize my potential. I am willing to work as a key player in a challenging and creative environment.
 Academic Profile

· Certificate iv in Business from Harward International College, Melbourne, Victoria.

· Diploma of Business from Harward International College, Melbourne, Victoria.

· Advance Diploma of Management from Della International College, Melbourne, Victoria.

· Bachelor of Commerce, University of Calicut, Kerala, India
· Business Professional Programmer, DOEACC Society – Department of Electronics, Govt. of India
Computer skills 

· Computer application MS Office

· Good Basic , Knowledge in Computer 

· Microsoft Office, Word, Excel Etc...

·  Internet , E-Mail 

Technical qualification    

· Excellent PC skills
· Tally-9, Peachtree, Quick book & Microsoft office,
Professional Experience  

Australia Post (Dandenong Letter Centre), Victoria, Australia.
position held
: Mail officer 

Period of service: more than two years

Duties and Responsibilities


Worked as a mail officer in letter sequencing section more than two years on casual basis – duties such as system operation, feeding letter to machine in first pass, collecting letter to the box in a particular way for second pass for getting it sequenced, placing labels according to the final delivery center, checking and sorting the unsorted letters, placing the sorted letters in the delivery box with proper label , correct and accurate recode maintaining and reporting to the supervisor.

TNT Logistics, Victoria, Australia.
I have worked in TNT Nathan road, Dandenong, Melbourne, Victoria, Australia as a casual employer nearly for 3 years through the agency Addeco as a sorting assistant.  If you want to know about my working calibre, you can contact Mrs Debra/Liane (Addeco) in the same office

Queens Habitats Pvt. Ltd, Kerala, India
Position held    : Accountant.

Service period  : 01/03/2004 – 10/10/2007 

Duties and responsibilities 
keeping accounts intact using tally, preparing sales tax and service tax statements , helping the Chartered Accountant at the time of finalising accounts at the end of each financial year
Jayarani Fnance Pvt. Ltd, Kerala, India.
Position held
: Accountants Assistant.

Service period
: 15/12/1993 – 30/11/1996.

Duties and responsibilities

Assisting the main Accountant for recording transaction in journal and ledger, preparing trail balance (quarterly/half yearly/yearly) and balance sheet   

Declarations
     I Sincerely believe in team spirit, hard work and loyalty. The particulars in the attached. Resume are in line of your requirements and the details given above are accurate and Credible.

Place : Dubai                                                                 Unni
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