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CURRICULAM VITAE                                              
	Objective


  To work in a team-oriented environment strong analytical and organizational skills to be a key Person for a team by showing my attitude towards learning and execution of great qualities and maintaining nice relationship with all the components of the team
	Work experience


Having 1 year experience as Accountant/ Administration Assistant in a Transporting Company (PLSV transport LLC)
· Handling accounts department and Maintain accurate staff records
· Preparing Invoices & doing follow ups for payments with clients

· Managing administration works
· Handling clients enquiries through Mail & phone calls
· Communicate with current and potential clients to determine needs and resolve issues
· Ensure that staff’s travel arrangements are well taken care of
	Educational Qualification                  


· 2008-2009(PG)     :   Master of Commerce (M.com)                       :  71%
· 2005-2007(UG)     :   Bachelor of Commerce(B.com)                      :  73%
· 2002-2004
     :   Board of higher secondary (+2)                     :  66%
· March 2002
     :   Secondary School Leaving Certificate           :  71%
	Technical Qualification


· Program



:  Tally Financial Accounting program (TFAP) 
· Operating Systems


:  Micosoft windows 98
· Software Packages


:  MS office, Internet
	Core Competencies


· Self Confidence & creativity in work
· Can work under pressure & meet deadlines
· Young,energetic,enthusiastic & self motivated
	Personal Data


Nationality



:
Indian
Language spoken/written

:
English, Hindi & Malayalam
Date of Birth


            :
 18/01/1987

Marital status



:
Married
Sex




:
Female

Visa status



:
Husband Visa
 (02-2014 to 02-2016)
            References



:
available on request
