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CURRICULUM VITAE
SHAFEEK
SHAFEEK.372002@2freemail.com 

OBJECTIVE:
To pursue a career in Accounts/Administration and to work in a dynamic environment that encourages learning and advancement in my career.
PROFILE SUMMARY:
· Have 4 years of experience in the areas of Accounting & Administration.
· Professionally qualified with a Masters in Social Work & Bachelor of Commerce.

· Well versed with M.S.Office Application & Tally.

· Proficient at Customer Relationship Management.
· Effective coordination with interlinked departments like marketing, accounts and top management ensuring there is no communication gap.
· Strong planning skills with the ability to conceptualize and analyze complex issues.

· Adept in preparation and Maintenance of MIS reports that keeps the management informed on the sale progress on a daily basis
· Can work under pressure and meet deadline.
WORK HISTORY:

Public Relation Officer, M/s. Lakshmi Hospital, Kerala, India (October 2016 –till date)
Accountant, M/s. Mahin Wood Industries, Kerala, India (June 2010 to July 2013)
Job profile
· Develop procedures for quality assurance, patient services, medical treatments, department activities and public relations outreach.

· Act as liaisons among governing boards, medical staff and departments’ heads.

· Maintain Bank Reconciliation and Reconciliation of Debtors & Creditors

· Maintain Petty Cash Book & Internal Audit :Store and Accounts Book,

· Maintain day to day Accounts & reporting Managing Director on time to time,

· Calculation Sale Tax, Service Tax & Tds Preparation computation Input & Output Tax Return.

· Perform general office duties such as typing, operating office machines, and sorting mail.

· Add new material to file records, and create new records as necessary.

· Answer questions about records and files.  
ACADEMIC QUALIFICATION:

· Master of Social Work (MSW) from Sree Sankara Sanskrit University – Kerala, India 
· Bachelor of Commerce(B.Com) from M.G University – Kottayam, India
COMPUTER KNOWLEDGE:
· Detailed computer operation in MS office, Data Entry, Windows, and Typing, 

· Internet & Email Application.
DECLARATION

I hereby declare that the details furnished above are true and correct to the best of my knowledge and belief.



