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OBJECTIVE 

With a strong interpersonal, communication and management skills, I look forward to a challenging assignment in the domain of Finance with a reputed organization where my education & skills will have a valuable contribution. 
EDUCATIONAL QUALIFICATION

· MBA (FINANCE) from Maharaja College, Erode, Tamil Nadu, India, 2005-2007 with First Class.

· B.Com (Taxation & Costing) from Govt. College, Kottayam, Kerala, India, 2002-2005 with First Class.

· Higher Secondary (Commerce) from Baker Memorial Girls Higher Secondary School, Kottayam, Kerala, India, 2002 with First Class.

· SSLC from Baker Memorial Girls Higher Secondary School, Kottayam, Kerala, India, 2000 with Second Class.

TECHNICAL QUALIFICATION

· Tally 5.4, 6.3, Tally ERP, POS and Gateway ERP.

· Ms Office, C++.

PROFILE 

· Two & half Years experience in accounts (2.5 years in UAE).
· Exposure to computerized accounting & MS Office applications.
· Proven success at handling multiple responsibilities in high-pressure environments.
· Offers impeccable professionalism, integrity and work ethic.
· Excellent communication, convincing, negotiation & interpersonal skills.
· Effectively interacts with managerial level, colleagues, assistants and other staff
· Innovative and organized with a history of developing comprehensive strategies and translating them into practical tactics that produce results.
· Proficient in customer service, listen to the customer with patience & resolves the problem ASAP.
WORK EXPERIENCE.
1.    Group of Company, (H.O) Sharjah. 
       From the period of November ’2010 To Till Date.
Designation:  Accountant General. 

Company Profile:  General Trading Company.  
MAJOR JOB RESPONSIBILITIES: 
Reports directly to the Finance Manager.
Receives and records invoices and arranges payments. 
Preparing Daily Sales Report.

 Cheque Preparation, Salary Preparation & Distribution, 
Calculation of Gratuity and all other Incentives.  
Preparing Sales Invoice, Sales Invoice Checking & Filing . 
Posting of Journal Entries, 

Maintain Cash & Bank Book, Sales Cash Transaction.

Posting of   Purchase Invoice, Posting of Receipts & Payments and  Petty Cash Transactions,
Prepares regular reports and summaries of accounting activities :
Preparing Bank Reconciliation Statement.
Verifies recorded transactions and report irregularities to Finance Manager . 
Assists in generating income statements, balance sheets, general ledger, cheques and reports. 

Credit control and collection of accounts payables and receivables. 

Reconciliation of Debtors and creditors statements. 
2.   Country Vacations International , Dubai  

        From  the period of  12th December  2009  To  10th November  2010
Designation :  Accounts Assistant.

 Company Profile : Holiday - Family Clubbing Company .
MAJOR JOB RESPONSIBILITIES
Reporting to the Chief Accountant. 
Preparing Daily Sales Report.
 Cheque Preparation, Salary Preparation & Distribution, 
 Maintain Cash & Bank Book, Petty Cash Transactions, Sales Cash Transaction.

Posting of   Purchase Invoice,  Posting of Receipts & Payments, 

3.   H.D.F.C. Bank – Kottayam 

     From the period of June 2009 To Nov 2009.

Designation :  Personal Banker 
MAJOR JOB RESPONSIBILITIES
. Maintaining and giving maximum customer services to existing and new customers.

. Documentation and processing of  new Bank Accounts.
. Achieving sales targets and also doing all operational works such as verifying proposals and   
  Checking all the documents submitting with proposals.
4.    H.D.F.C Standard Life – Kottayam  
        From the period of November 2008 To 
June 2009. 
Designation :  Sales Development Manager 
MAJOR JOB RESPONSIBILITIES
. To recruit group of financial consultant’s.

. Manage the sales team, and giving maximum support to sales people.
. Plan and conduct the marketing activities across the location

. Conduct training and team meeting.

. Achieving sales targets and also doing all operational works such as verifying proposals and   
  checking all the documents submitting with proposals.

. Maintaining and giving maximum customer services to existing and new customers.
5. Suprasesh General Insurance and Brokers Pvt., Ltd., 

     From the period of September 2007 To October 2008
Designation :  Team Manager  
MAJOR JOB RESPONSIBILITIES
. Manage a team of officers, team leaders and executives, for the sales and service general insurance of all companies including oriental,new india,icici lombard,reliance,h.d.f.c ergo,balal allianze, and All life insurance of  companies including l.i.c,s.b.i,tata aig,kotak,bajaj allianze e.t.c

. Conduct team meetings and trainings for all sales teams.
. Co-ordinating sales teams and also achieving sales targets .
. I got best performance and best team manager award from KOTAK LIFE insurance company .

Languages : 

English, Malayalam, and Tamil
	Projects : 

Finance Project – “ FINANCIAL PERFORMANCE OF APPOLO  TYRES,

                                    KALAMASSERY,ERNAKULAM.

PERSONAL DETAILS 
Date of Birth

 : 
February 09th 1985.

Marital Status 
:
Married
Nationality 

: 
Indian 

Languages Known
 : 
English, Malayalam and Tamil.



DECLARATION 
I hereby declare the above mentioned qualifications and details are true to the best of my knowledge.
