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Joy 
United Arab Emirates.

Email ID: joy.381290@2freemail.com 
Career Objective

To excel at the utmost capacity in the job assigned by your esteemed organization and to secure a position which will enable me to use my creative, organizational and analytical skills.

Work Experience

United Metal Coating LLC Dubai (December 2014 till date – 3.5 Years)

Job Role: Account Assistant.
Job Responsibilities:
· Post and process journal entries to ensure all business transactions are recorded.
· Update accounts receivable and issue invoices.

· Update accounts payable.

· Assist in the processing of balance sheets, income statements and other financial statements.

· Assist with reviewing of expenses, payroll records.

· Update financial data in file to ensure that information will be accurate and immediately available when needed.

· Prepare and submit weekly/monthly reports.

· Assist senior accountants in the preparation of monthly/yearly closings.

· Preparing request for quotation, purchase order.

· Post journal entries for accrued expenses and revenue.

· Handling petty cash used for day to day transaction.

· Complete other accounting tasks as needed.
Educational Qualification
	Graduation
	Mangalore university, 2014

Bachelors in commerce

St. Mary’s college, Shirva.
	70%

	Pre University
	Karnataka P.U Board - 2010
Government Pre-university college, Belmannu.
	60.16%

	SSLC
	Karnataka State Board – 2008
Don Bosco English Medium High School, Shirva. 
	67.52%


Other Qualification

· Diploma in E-office (Basics in IT, Windows, MS Word, MS Excel, MS PowerPoint & Internet)
· Diploma in E-Finance (Tally. ERP 9, Peachtree, Busy, Advanced Excel, Financial Management, MS Access Objective, MS Access practical)
· HABC level 2 international Award in Emergency First Aid at Work.
Technical Skills

MS Office Application - Word, Excel, Power Point.


Operating Systems   - Windows 2000/XP/7
Personal Details

Date of Birth        

: 28th January 1993
Nationality

 
: Indian

Marital Status


: Single

Languages Known 

: English, Hindi, Kannada, Tulu & Konkani.
Extracurricular Activities
: Playing badminton, volleyball & basketball.

Declaration

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