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Seeking an opportunity in a position in Account Assistant/Clerk/Cashier, preferably in a progressive and dynamic organization to add value to operation by virtue of acquired knowledge and 7 years of performance. Highly trustworthy, discreet and ethical.
Experience Overview    
	Accounting
	· Accounting entries in Tally 6 years

· Merchant portal software user with intranet connect from all over India 
· Vishual Magic Programme entries in local network

	Responsibilities
Additional Skills


	· Letter data typing and formatting documents.
· Compiled, prioritized and sorted customer orders into Word file.
· Document filing with index and ordering for quick reference.
· Maintained a hard copy backup of all sensitive information.
· Making online receipt for cash receipts.
· Monitored and recorded expenses with computer report.
· Performed other clerical duties such as answering telephone, sorting and distributing mail, running errands or sending faxes.
· Collecting money from the customers in counter and make receipt for the accounting
· Proficient in Microsoft Word, Excel, Outlook and Power point.
· Telephone support to customers.
· Ability to quickly learn new software and hardware attributes.

	
	· Daily Cash settlement report creation



Work profile:
	■  Life Insurance Corporation 
	Worked as a Clerk cum Cashier Cum Accountant
	Jun 2005 – Jan 2014


Achievements
· Proper book keeping for daily receiving cash 

· Daily Cash settlement
· Annual Accounting Balance Sheet report creation in Tally software
Attributes

· Highly positive attitude, Commitment and responsibilities are two of the thrust areas which receives priorities

· Innovative learner and believe in continuous learning for remaining of  development

Education
· Bachelor of Commerce (B.Com Computer Application); Annamalai  University (Certificate Autherised by indian Govt., for UAE and UAE foreign affaires)
· Diploma in Software; New Day Computer Café, Pondicherry
(Ms Word, Ms Excel, Power point and Office Documentation)
· Personal Information

· Fluent in Tamil and English

· Visa Status (Husband visa UAE) I am willing to transfer Employment visa if required
· Date of Birth: 25th August 1987
