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CAREER OBJECTIVE:
A cheerful,pleasant personality with an attitude for hard working and a will to achieve and to be able to work an organisation where I can utilize my skills tothe best of my abilities. And to pursue a career where I can focus on providing administrative work, accounts, customer service skills &gain development with a view to advancing with in a company.
PERSONAL STRENGTH:
· Ability to work in a team and contributing member

· Positive attitude

· Hard working and punctual

· Self-motivated and adaptable to new situations

· Ability to communicate all level
EXPERIENCE:

Company         :   NUFOZ GLOBAL SOLUTIONS, Kochi, Kerala

Designation    :   Accountant, and consultant
Period
:   01-08-2013 to 15-09-2014
RESPONSIBILITIES:
Work with informative plan like Caribbean Cruiseline and Sperian Technology
· My role was keeping ledger
· Doing payroll management in tally software
· Recording the all day to day cash transactions and its classifying and Summerizing
· Handling the accounting transactions and bookkeeping tasks
· Spending the day analyzing various accounting records
· Work in accounts receivable may compare various cash, checks and credit card receipts to the accounts receivable balance, or the total amount of money owed to the company
· Making cost-cutting recommendations to upper management. In addition, accounting professionals
· Analyzing reports that include income statements and balance sheets
· Attending the customers calls
· Answering their queries
EXPERIENCE:
Company          : Sundaram finance
Designation     : Sales and administration
RESPONSIBILITIES:
· Calling the Customers and explaining about their vehicles insurance expiry date
· Collecting the insurance cash and Paid
· Preparing daily well service reports
· liaising and networking with a range of stakeholders including customers, colleagues, suppliers and partner organizations
· communicating with target audiences and managing customer relationships
· managing the production of marketing materials, including leaflets, posters, flyers, newsletters, e-newsletters and DVDs
· arranging the effective distribution of marketing materials
· maintaining and updating customer databases
· supporting the marketing manager and other colleagues
· Proper understanding of the product /service

· Understanding the product benefits and advantages

· Sell the product with persuasion it, will help to satisfy the customers while they are looking for the products

· Handling and maintain the cash

· Follow-ups and positive attitude

· To greet the customers to, help the customers in identifying their requirement

· To promote products, to answer the customers’ questions regarding the products
· To negotiate the price on spot
· Latest innovation of the products
COMPUTER SOFTWARE SKILLS:
· Ms office (Word, Excel, Power Point) 
· Tally
· HTML
· C++ and JAVA
· RDBMS AND ORACLE
· Easy Biz
EDUCATION:
· Qualification       : Master of Business Administration. MBA (Marketing)
University           : BHARATHIYAR University
 Institution           : HINDUSTHAN Arts and Science College Coimbatore (PURSUING)

· Qualification       : Bachelor of Business Management With Computer Application  

(BBM)(CA)                            

University            : BHARATHIYAR University

Institution            : DR. NGP Arts and Science College Coimbatore  

Year                       : 2010 To 2013
· Qualification        : Diploma in Tally, Ms Office, Ms word, Ms Excel, Ms Power Point
PERSONAL DETAILS:
Date of Birth                :
23 April 1993

Marital status              :
Single

Nationality                   :
Indian

Place of issue             
:
Malappuram, Kerala (India)

Languages known    
:
English, Hindi, Malayalam, Tamil

Visa status                  
:
Visit visa
HOBBIES:
Travelling,Making friends,Music,
Reading,Drowing, and

Watching movies etc…
DECLARATION:
I hereby declare that the above furnished details are true and correct to the best of my knowledge and belief.
