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PROFILE  SUMMARY

Young, energetic and goal-driven professional with 8+ years of proven work experience in office administration, general accounting, client relations and customer service.  Eager to deliver key significant contributions towards organization’s growth by managing professional development of organization's workforce; equipping staff with knowledge, practical skills and motivation to carry out work-related tasks hence achieve full potential; organizing various activities and establishing new improvements; streamlining operations; carrying out multiple tasks simultaneously; coordinating with third parties; and surpassing performance parameters. Holds excellent leadership, analytical, problem solving, organization, coordination, monitoring, time management, communication and interpersonal skills. Proficient in customized software and MS Office applications.  

STRENGTHS

· Gulf-experienced Professional M.com qualified, Expertise in Office Administration & Accounts Management.

· Orientation Knowledge  Motivation 
· Competence in  Administration & Customer Service
·  Public Relations & Business Management Exposure  
·  Excellent communication skills  
·  Work under minimum supervision  
· Team Spirit & Leadership Capabilities  
· Strong Commitment to Service Excellence
QUALIFICATIONS

Masters of Commerce 

Gujarat University

2009

Bachelor of Commerce

Gujarat University

2005 

CAREER SNAPSHOT

Accountant cum Admin - Joma Trading Co LLC Sharjah, UAE    JULY2011-AUG 2013
Accountant              Muthoot Finance Pvt Ltd, Gujarat-India
MAY2007-NOV 2010
Administrator -            Tuton Pharmaceutical Gujarat-India      NOV2005- APRIL2007 
AREAS OF EXPERTISE

Administration
Liaise between management and employees on all administration and personnel matters.  Carry out administrative duties efficiently including correspondence, logistics coordination, bookkeeping, customer relations as well as technical support. Skilled in using computers programmed with software to perform administrative tasks. Manage and keep confidentiality in all correspondences, company documents and reports. Co-ordinate with various groups within organization and provide accurate, efficient and committed office work support in completing daily activities. Confer with internal departments to exchange information, coordinate activities and promptly resolve issues. Communicate and establish rapport with clients and all third parties dealing with the company. Searching Chinese Clients online for purchasing Logo Items & negotiating with them. Knowledge of documents for importing items.  
Accounts 
Apply fundamental knowledge of accounting principles and become acquainted with departmental processes and procedures. Perform variety of accounting functions including examination, analysis, maintenance, reconciliation and verification of financial records under direct supervision. Assist Chief Accountant in accounts, monthly book closing procedures. Carry out data entry of daily accounts. Work on computers programmed with accounting software to carry out assigned duties. Prepare and uphold confidentiality of correspondences, documents and reports. Liaise and work cooperatively with banks, auditors and all parties dealing with the company.  Help in continually reviewing and setting up improvements to current procedures.

IT SKILLS  

• Proficient in MS Office Suite, Outlook & Internet applications  

PERSONAL DETAILS

Nationality

 : Indian 

Date of Birth

 : 14th Oct 1984 

Marital Status
 : Married 

Visa Status

 : Residence- Spouse Sponsorship  (Transferable) 
Languages

 : English, Hindi,                  Gujarati & Malayalam.  
REFERENCES

Will furnish promptly upon request with supporting documents.
