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CURRICULAM VITAE
CV No: 505140
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

OBJECTIVE:

· Seeking a permanent placement either in the Finance or Administrative field in a reputed organization that offers me enough freedom to show and enhance my skills and prove my talent in Finance or Administration.
EDUCATIONAL PROFILE:

· Master of Business Administration [Finance & Marketing], August 2009, Administrative Management College, Bangalore University Campus, Bangalore. 
· Bachelor of English Language and Literature, September 2006, from Calicut University, Kerala.
· H.S.C from Board of Secondary Education, April 2003, GHSS School Othukkungal, Malappuram (DIST), Kerala.
· S.S.L.C from Board of Kerala State, April 2001, D.U.H.S High School, Panakkad, Malappuram (DIST), Kerala. 
EMPLOYMENT HISTORY:
1. Position

: Transaction Processing Officer.  

Company

: Chennai, India.
Duration

: 15th march 2010 to 9th march 2011
Job Description: 
· Handling account transaction of customers of the client- TD Ameritrade, USA
· Transaction of cash, stocks, and mutual Funds from one Client a/c to another
· Communicate with clients when there is mismatch between database and the application.
· Handling inbound, internal and outbound transactions using ISIS, BosWeb and KANA
2. Position

: Office Administrator

Company

: IT Academy, Kerala, India.
Duration

: 10th August 2006 to 30th September2007
Job Description: 
· Day to day routine office administrative tasks.
· Manage the entire office activities to ensure high level of quality system.
· Schedule to academic and promotional activities.
· Arrange and coordinate the meetings and seminars.
· Review suggestions and feedbacks from students and staffs.

· Take necessary action to improve the over all quality of the organization.

LANGUAGE SKILLS:

· Fluent in written and spoken English
· Knowledge in Arabic Reading & Writing
· Fluent in Tamil & Malayalam.

COMPUTER SKILLS:
· Familiar with Operating systems like XP, Vista and Windows7
· Good Knowledge in Accounting Software Tally.ERP9 
· Good knowledge in MS office Applications (Word  Excel and PowerPoint, outlook)

· Knowledge in programming languages ( C, C++, VB)

· Good working knowledge in internet and email Applications
· Knowledge in installation and formatting of computers
OTHER SKILLS
· Good interpersonal and Communication skills

· Quick Learning and can work with less supervision
· Can Work under pressure and Achieve targets.
POST GRADUATION ACADEMIC PROJECT:
Company


:
Kerala Textile Corporation Unit. 
Title



:
Organizational Study 

Duration


:
4 Weeks

DESCRIPTION

An Over view of different departments in the organization.
Company


:
Birla Sun life Insurance. 

Title



:
Growth of Insurance Industry 
Duration


:
4 Weeks

DESCRIPTION
Understand the growth of insurance industry by comparing previous data of individual companies and find out the current status of Birla Sun Life Insurance.
PERSONAL DETAILS

Date of Birth


:
11th September 1985.

Sex



:
Male

Marital Status


:
Unmarried.

Nationality


:
Indian

DECLARATION

The above information given by me is true and to the best of my knowledge.
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