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OBJECTIVE

A suitable position in a reputed organization where I can utilize my career and experience for the optimum growth of the organization as well as personal career growth. 
CAREER HISTORY

Asst. Accountant - International LLC, Sharjah, UAE – 03 Months
Asst. Accountant – M/s. Modern Real Estate, Dubai, UAE – 03 Months

Asst. Accountant – M/s. Elanjimoottil Financiers, Kerala, India–04 Years 
Computer Instructor – M/s. Microgates ITC, Kerala, India – 02 Years 
JOB PROFILE

Handling all cash /cheque transactions with Customers,suppliers and Bank

Preparing payment cheques and dispatch to concerned suppliers

Outstanding payment collections follow up with clients 

Maintain petty cash
Maintaining a systematic filing system

Efficiently handling day to day administrative office routine of the organization 

ACADEMIC QUALIFICATION

Master Degree in Economics (MA) – Mahatma Gandhi University, Kottayam, India 

Bachelor Degree in Economics (BA) – Mahatma Gandhi University, Kottayam, India 
COMPUTER SKILLS

MS Office (Word, Excel)

Internet & E-Mail

PERSONAL STRENGTH & SKILLS

Goal oriented, self reliant and confident 

Versatile working behavior 

Hardworking with no-excuse approach 

Pleasing personality

Good Communication skills with expertise in handling all standard Microsoft Software

Ability to work under pressure 

Willing to learn and adhere to new policies & procedures 

PERSONAL PROFILE

Nationality 




: Indian

Date of Birth 




: 23-05-1982 

Religion 




: Christian 

Marital Status 



: Married 

Languages Proficiency 


: English, Malayalam 

Visa Status 




: Residence Visa 
