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AMIR
AMIR.360904@2freemail.com 
                         

CAREER OBJECTIVE
A proactive and well organized individual looking for a position of a school administrative officer & Accountant with Learning Loops. Offering keen sense of time management and well honed skills in operations management and administrative acumen.
EDUCATIONAL QUALIFICATION

· MASTER OF Commerce from Agra University in 2013
· Graduation (B.Com.) from Agra University  in 2011
· Intermediate from (U.P. Board) in 2007
· High school from (U.P. Board) in 2004
PROFESSIONAL EXPERIENCE

Administrative Assistant cum Accountant | Vijaya International School, Agra | 2011 – Present

• Plan and coordinate activities for staff and students
• Collect fees from students and issue receipts
• Maintain records in both paper and electronic forms

• Maintained inventory of supplies and equipment
• Operated office equipment as and when necessary
• Prepared correspondence
• Responded to inquiries from various sources.

One year experience as a “Assistant Accountant”in “Rakesh Jain  (C.A.) Sanjay Place Agra.
computer proficiency
Well versed with M.S. office, Tally ERP, Photoshop & Corel .
ADDITIONAL SKILLS
• Knowledge of modern office practices and procedures
• Good command over inventory procedures
• Superior telephone etiquette
• Excellent interpersonal and communication skills
• Computer savvy

Hobbies     

· Making Friends 

· Playing cricket
· Travelling 
Language Known  

· English & Hindi
Strengths
 Positive thinking, to utilize the time
Declaration:

(I hereby declare that the information furnished above is true to best of my knowledge)

