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NIZAR
Accounts, Customer care, Secretarial & Admn Professional

Abu Dhabi - UAE

Email: nizar.348689@2freemail.com 

DD

Data Entry Expert  (  MS Office  (  Extrovert – Adopt to the environment (  Energetic – Hard working
Key Skills
	Office Skills:
	( Excellent Data Entry skills (45 WPM) ( Ability to establish priorities ( Well organized and efficient ( Maintain confidentiality ( Work well under pressure ( Filing Database & Records Management ( General Book Keeping ( Scheduling & Calendaring ( Executive & Administrative Support ( Reports & Spreadsheets

	Computer Skills:
	( Excellent computer and key boarding skills ( MS Word ( MS Excel ( MS PowerPoint ( TALLY Accounting Software ( Emailing


AREAS OF EXPERTISE
	· Business Documentation
· Strategic / Tactical Planning
· Team building & Supervision
· Spread sheet, Database Creation & Data modelling
	· Policies & Procedures Manuals
· Records Management
· Report & Document Preparation 
· Bookkeeping
	
	


FUNCTIONAL AREAS SUITABLE FOR
	· Secretarial Duties
· Customer Care

· Customer Retention
· Reconciliation of Bills claimed & collected
· Insurance other Receivables Management
	· Office Administration
· Payables Management
· Accounting
· Budgetary Control
· Management Financial Reporting
· Document Control
	
	


SKILLS
	· Exceptional listener and communicator who effectively conveys information verbally and in writing 
· Highly analytical thinking with demonstrated talent for identifying, scrutinizing, improving, and streamlining complex work process
· Computer literate, performer with extensive software proficiency covering wide variety of applications
· Flexible team player who thrives in environments requiring ability to effectively prioritize and juggle multiple concurrent projects
· Proven relationship-builder with unsurpassed interpersonal skills
· Professional whose strengths include cultural sensitivity & ability to build rapport with  diverse work force



personal values
	· Seasoned professional whose honesty and integrity provide for effective leadership and optimal business relationships
· Highly adoptable, mobile, positive, resilient, risk-taker who is open to new ideas
· Productive worker with solid work ethic who exerts optimal effort in successfully completing tasks
· Dependable, responsible contributor committed to excellence and success
· Conscientious go-getter who is highly organized, dedicated, and committed to professionalism
· Highly motivated self-starter who takes initiative with minimal supervision
· Enthusiastic, knowledge-hungry learner, eager to meet challenges and quickly assimilate new concepts


Professional Experience

Varna Traders, Thrissur, Kerala ( Accountant / Administrative Officer           From Jun 16 – Dec. 16
Sales management

· Achieving growth and hit sales targets by successfully managing the sales team;

· Designing and implementing strategic business plan that expands company’s customer base and ensure its strong market presence;
· Performance monitoring of sales representatives;

· Building and promoting long-lasting, strong customer relationship by partnering with them and understanding their needs;

· Present sales, revenue and expenses reports and realistic forecasts to the management team.

Accounts Receivable Functions

· Post customer payments by recording cash and cheque transactions;

· Post revenues by verifying and entering transactions;

· Maintain records by invoices, debits and credits;

· Verifying validity of account discrepancies by obtaining and investigating information from sales, trade promotions, customer service departments and from customers;

· Resolves valid and authorized deductions by entering adjustment entries;

· Resolves collections by examining customer payment plans, payment history, credit line, coordinating collection with collection unit;

· Summarizes receivables by maintaining invoice accounts, coordinating monthly transfers to account receivable account, verifying total and preparing Aging Report.
Institute of Professional Accounts ( Accounts Asst.      From Sep. 2014 – Sep. 2015
Procurements

· Selects vendors, places orders, and arrange for service contract;

· Maintains records and follow up files of purchases, shipments, and related matters.

Invoicing

· Issue invoices & monthly statements to customers and update customer files with issued invoices;

· Process credit memos;
Secretarial

· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals;

· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs;

· Schedule and confirm appointments for clients, customers, or supervisors;

· Conduct searches to find needed information, using such sources as the Internet;

· Provide services to customers, such as order placement and account information;

· Transcribing data to worksheets and enter data into computer for use in preparing documents and adjusting accounts.
Education

( Master of Business Administration (MBA.,) Doing
Bharathiyar  University, TN, INDIA

( CMA India, 
MS-Office, Exel  & Tally, Peach Tree, Internet & Typing  

( B.Com Graduted from Calicut University (1st Grade)
PERSONAL INFORMATION

Date of Birth          :
Feb, 11th 1994

Gender
       :     Male

Marital Status       :
Single

Nationality 
       :
Indian

Visa Status
       :
Visit Visa Long term

Languages 
       :
English, Hindi, Malayalam

References available upon request

DECLARATION
I hereby declare that all the above information given by me is true to the best of my knowledge
                                                                                                          NIZAR 

