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Curriculum Vitae
Sherin 
Sherin.371456@2freemail.com  
Sincere, hardworking and self motivated with proven problem analysis and solving skills. Seeking to apply my acquired academic knowledge and work experience to effectively fill the role as ACCOUNTANT ASSISTANT  in your esteemed organization.

Work Experience (4 years )         
	   Assistant Branch Head, Manappuram Finance Ltd (NBFC), Changanacherry, Kerala, India

	   Feb. 2015 - till date  
	(    
Branch Administration and achievement of targets 

(    
Manage Money Transfer (Western Union)
(    
Keep records and prepare financial reports  
(    
Gold appraisal, stone weight calculation and compare gold purities

(    
Scrutinize pledges and releases
(    
Loan recovery and intimation to overdue customers 
(    
Acquisition of new customers and verify the KYC details 

(    
Responsible for Marketing and Business Promotional Activities
(    
Set individual goals to team members, guide and motivate them

(    
Maintain excellent rapport with customers

	   Admin. Assistant, Sahrudaya (NGO), New Delhi, India

	   July 2011 - Apr 2013  
	(    
Coordinated a variety of NGO activities
(    
Organize and plan conferences/meetings
(    
Support administrative staff 
(            Maintaining the documents and records

(            Attend telephonic queries and answer 

	   Assistant Accountant, L. D’ Souza & Company, (CA), Nagpur, India

	   Sept 2010 - Feb 2011  
	(            General Ledger Entries 
(    
Update records and book keeping

(    
Prepare invoices and vouchers
(    
Management Information System (MIS)
(    
Data Entry


Educational Qualification
	Education
	Institution / Board/University
	Percentage

	M. Com
	Annamalai University, Chennai
	60

	B. Com
	Mahatma Gandhi University, Kottayam, Kerala
	61

	XII
	St. Joseph’s Girls HSS, Changanacherry, Kottayam
	70

	SSLC
	St. Joseph’s Girls HSS, Changanacherry, Kottayam
	54
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Professional Qualification

(       Certificate in Peachtree Foreign Accounting, G-tech, Kottayam, Kerala
(       Certificate in Tally Financial Accounting from Media Vllage, Changanacherry, Kerala
(       Certificate in E-Office from Manipal Institute of Computer Education, Changanacherry, Kerala
Skills

(
Operating System 


-
Microsoft Windows

( 
Office Software 



- 
Word, Excel, Power Point

(  
Accounting Package


- 
Tally - 9, Peachtree
( 
Well versed with internet and e-mail 

Strengths 

( 
Sincere, hardworking and self motivated

( 
Confidentiality, reliability and punctuality 

( 
Excellent problem analysis and solving skills
Personal Information
Name




-
Sherin 
Date of Birth



-
28th October 1988
Sex 




-
Female
Marital Status


 
-
Married
Nationality 



-
Indian




Languages known             

-
English, Hindi & Malayalam
Declaration

I hereby declare that the above written particulars are true to the best of my knowledge and belief.

