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Mrs. dhanila
dhanila.348897@2freemail.com 
 Master of science in Mathematics (M Sc)


	OBJECTIVE


Seeking a better placement with willingness to take up new challengers and responsibilities. I would like to associate with a progressive organization that gives me scope to apply my knowledge and skills along with hard work and patience and to be involved as part of a team that works sincerely towards growth of the establishment. Consider company objective as mine and executive it with highest quality and ability.
	PERSONAL SKILLS


· Dynamic & Enthusiastic with an eager to learn and achieve newer heights 
· Strong sense of responsibility and flexible to associate with diverse environment :
· Ability to deal with people diplomatically

· Punctual, loyal and energetic with a lively personality
	WORK EXPERIENCE


From March 2014 to April 2016  

Worked as Assistant Accountant @ C.N. Enterprises in Trissur, Kerala, India 
Job Handled:
· Preparation of Daily Bank Equalization to the management to make sure that sufficient funds are available in the bank.

· Prepare the invoices of clients and making the journal vouchers & payment vouchers.
· Preparation of Bank reconciliation.
·  Preparation of Cheque payment to Vendors.

·  Monitoring customer account details for non payments, delayed payments and other issues.

· Maintain Accounts receivables customer files and Accounts payables customer files.
· Preparation of receipts (Collections of Cash or Cheques) and prepare bank deposits (Cheques / Cash).
· Dealing with petty Cash and Managing petty cash transactions.
· Communicating with customers via phone, email.
	EDUCATIONAL BACKGROUND


· MASTER OF SCIENCE  IN MATHEMATICS – M SC 
(FROM CALICUT UNIVERSITY, INDIA)
· BACHELOR OF SCIENCE IN MATHEMATICS -  B SC
(FROM CALICUT UNIVERSITY, INDIA) 
	COMPUTER SKILLS


· Accounting Packages: - Tally, Peach Tree.

· Windows , Ms Word, Ms Excel, Ms Power Point, Ms Outlook, Internet & Email.
· Type writing speed : 35 – 40 WPM
	LANGUAGES KNOWN


· English


:
Read, Write, Speak
· Hindi


:
Read, Write, Speak

· Malayalam


:
Read, Write, Speak
· Tamil


:
Speak only 


	DECLARATION


I hereby declare that the above given particulars are true to best of my knowledge and belief. I would be pleased to furnish any more information if you require in future. 
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