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Career Objective

Seeking a position in Accounts, Finance and Administration with a reputed organization where my education & experience will have valuable contribution.
Career Snapshot

· 3 years of sound experience in the field of Accounting & Finance.
· Professionally qualified with Bachelor Degree in commerce with Computer Applications (B.Com.CA) from India.
· Well versed in Tally & MS Office Applications.
· An effective communicator with excellent relationship building & interpersonal skills, problem solving organizational abilities, possess a flexible & detail oriented attitude.
· Interacted with echelon of society and at various given levels.
· Hardworking and systematic with assignments, trained to be familiar with the procedures of financial, administrative and other relevant documents.
· Excellent communication and interpersonal skills.
· Good exposure towards Team Management and Client interactions.
Area of Expertise

➢  Accounts & Finance
➢  Software & Hardware Management


➢  Business Development
➢  Administrative Support
Educational Qualification

· Bachelor of Commerce with Computer Applications (B.Com CA) from Noorul Islam College of Arts and Science, Tamil Nadu, India (2013).
Work Experience

Accounts & Office Administrator – 2 yrs (2015 - 2017).
Golden Dots International, Muscat- Sultanate of Oman.
Responsibilities Handled
Finance Support:
· Accounting responsibilities, including handling of accounts receivable, accounts payable,
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preparation of monthly and yearly financial statements.
· Client billing process.
· Work with external parties including auditors as required.
· Received and recorded invoices and arranged payments.
· Verify Day End Report with that of vouchers.
· Calculate and distribute wages and salaries.
· Prepare regular reports and summaries of accounting activities.
· Maintained Daybook, cash book and bank statements.
· Prepared delivery note, invoice etc and verify summary statements.
· Assist in preparing periodic trial balance
Administration:
· Provide input into process changes or enhancements to increase efficiencies.
· Preparing and analyzing monthly statement of all utility bills of division such as Telephone, Internet, GSM, Fuel, and Water/Electricity.
· Internal company mail management (receipt and delivery to internal staff members)
· Management of employee files.
· Assisting with travel arrangements.
· Filing of company documentation.
· Managing inventory of office supplies.
· Providing back-up reception duties, handling incoming calls, etc.
Accounts Officer – 2 yrs (2013 - 2015).
MMC InfoTech Services, Chennai.
Responsibilities Handled
· Provided administrative support to both staff & managers & coordinated with all departments.
· Received and processed incoming and outgoing mails.
· Handled business correspondence on behalf of the organization.
· Coordinated in purchasing office supplies.
· Management of payables & receivables.
· Handle financial transaction for clients.
· Involve in new client registration & subsequent formalities.
· Data entry assignments.
· Interact with customers / clients to provide information in response to inquiries about the services and to handle and resolve complaints.
· Provide administrative support to the office.
· Maintain client relation & ensure customer satisfaction.
· Involved in collecting payments from customers.
· Prepare reports of business transactions & keep the account information updated.
Certificates and Training

· Certification course in Tourism & Management under IGNOU, India.
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· Certification course in Business Skills under IGNOU, India.
· Completed TALLY 9 in CSC Institute, Nagercoil, India.
· Completed DCA in CSC Institute, Nagercoil, India.
· Conducted State Level Symposium “NICOM CA-12” at Noorul Islam College of Arts &
Science, India.
· Conducted “Drizzles Hungama” the mega shopping mela at Noorul Islam College of Arts
& Science, India.
· Attended seminars conducted by Junior Chamber International (JCI), India.
· Participated in “XCOM 2011” conducted by St. Xavier’s College (Autonomous),
Tirunelveli, India.
IT Skills

· Diploma in Computer Application (DCA).
· Operating Systems – Windows (All Platforms).
· Microsoft Office & Internet tools.
· Familiar with Accounting Software Tally9.
· Knowledge in Visual Basics, C, C++, html etc...
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	Date of Birth
	:
	24-06-1993.

	Nationality
	:
	Indian.

	Marital Status
	:
	Single.

	Languages
	:
	English, Tamil.

	Date of Expiry
	:
	09-01-2023.


Date:
Regards,
Place: Dubai.
Azar.
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