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OBJECTIVE:- To become a successful professional who can work in a creative and challenging atmosphere  making  possible all the jobs assigned and undertaken done in the best way , thereby  working for the company serving my active participation in the company’s journey to reach its goal and the summit of glory in its realm of work.

                                                        2008 TO 2010     Master of Business Administration (MBA)

    University of Pune, India



Mahatma Gandhi University
              Grade: 50%




(Main: FINANCE; SUB: HR) 
                                                         2005 to 2008
B. COM (Taxation)




Mahatma Gandhi University
                       Grade: 60%


2003 to 2005
Higher Secondary School (Commerce)







CBSE, India

2003

Secondary School Leaving Certificate (SSLC)
CBSE, India

· Diploma in Computerized Financial Management

· TALLY, Microsoft Office 2003 - 07 applications
· Internet Applications 
· Skills for working with computerised accounting software

· Excellent grasping and understanding skills.

· Good communication and analytical skills.

· Efficient in working in a team and as a team leader. 

· Well prepared to adapt to new and difficult Situations.
· Polite and welcoming nature to work efficiently.
· Highly focused and hard working.

Company 



: City Shop Online Sharjah 

Designation 



: Customer Service & Administration Executive Duration 

: Since Dec 2015 

Role & Responsibilities 

: Managing inbound & outbound sales calls 

   Accounts of material inward & outwards 

   Handling the customer complaints
Company 


: 
Mahendra Next Wealth IT India Pvt Ltd Designation 





: 
Accounts & Human Resource Executive Duration 

: 
From January 2011 to May 2012 Role & Responsibilities 

: 
Sourcing & Profile Matching according to JD Arrange the   candidates for interview Accounts of Petty Cash and Stationeries Handling the materials inward & outwards register Conducting the Employee Engagement Activities

English 
– Read – Write - Speak

Hindi 

- Read – Write - Speak

Malayalam 
- Read – Write - Speak

Tamil 

- Speak

Country Code

:
IND

Date of Expiry

:
28/07/2021

Place of Issue

:
Cochin

Visa Sponsor

:
Husband

I hereby declare that the above mentioned information is correct to the best of my knowledge and 

I bear the responsibility for the correctness of the above mentioned particulars

MEERA 








 Account Assistant
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� HYPERLINK "mailto:MEERA.365479@2freemail.com" �MEERA.365479@2freemail.com�  


























EDUCATIONAL QUALIFICATION





TECHNICAL SKILLS





STRENGTHS





EXPERIENCE





LANGUAGE KNOWN





PASSPORT DETAILS





DECLARATION








