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ELDHOSE
eldhose.370431@2freemail.com

CAREER OBJECTIVES
Looking forward to join a progressive organization where I can pursue a successful career by utilizing my skills, abilities and experience to the maximum extent with full potential. Being a professional I feel confident that I can achieve better performance which is nothing short than perfection.

WORKING EXPERIENCE
· Pro Dynamic Technology LLC – Dubai

Designation:Administrative Assistant cum Storekeeper
Duties and Responsibilities:
· Provide administrative support to other executives
· Preparing invoices as per the client’s request
· Filing and documentation 

· Handling office petty cash for daily transaction 
· Receiving and checking goods

· Counting and sorting all incoming goods
· Product and invoice delivery

· Handling /Maintaining stock
· Cheque and cash collection

· Preparing cheque and cash receipts
· Preparing cash and cheque for bank deposit

· Managing  the needs of clients for ensuring customer satisfaction

· Forwarding message

· Answering phone calls and direct calls efficiently and take accurate messages wherever appropriate
Period Worked: from 17th October 2015 to till date.

· Hanna Rock  Products (PVT) Ltd
Designation: Junior Accountant
Duties and Responsibilities:

· Maintain Accounts
· Processing salary slip
· Maintain attendance reports 
· Handling office petty cash for daily transaction
· Handling purchase and sales accounts

· Reconciliation of daily sales report
· Reconciliation of daily debtors and creditors 
Period worked: From March 2014 to September 2015 
COMPUTER PROFICIENCY
· M.S Office, Tally.ERP 9
SKILL AND COMPETENCIES
· Experience of working to tight deadlines with limited resources

· Highly organized, proactive, hardworking, focused and have attention to detail

· Excellent customer service and communication skills

· Strong ability to multi-task, prioritize and execute
ACADEMIC CREDENTIALS
· Bachelor of commerce (B.com Computer Application)

MG University, Kottayam – Kerala 2011 - 2014

· Diploma in Computerised  Financial Accounting (Tally ERP -9) 

PERSONAL INFORMATION
Date of Birth

:
19/01/1994

Gender 

:
Male

Nationality

:
Indian

Marital status

:
Single

I hereby certify that I agree and understood the above job description and commit to fulfill the above to the best of my ability.[image: image2.jpg]



