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   CAREER OBJECTIVE:

 To work in challenging environment wherein my skills are utilized to contribute to the growth of company and also to achieve my goals, thereby reaping mutual benefits.

 WORK EXPERIENCE: 1
BANGALORE CONSTRUCTION COMPANY:


Engineers & Contractors (pwd & Government contractors).
Duration:  November 2002 to october 2003.
Position        :  Assistant Accountant.
Department : Accounts Section for a reputed construction company.
Responsibilities:
· Receiving invoices and entering to the system.

· Maintaining the Bank Account.
· Maintaining the all records in the quick book accounting system.
· Managing payments to suppliers.
· Maintaining files and Document handling.
· Petty Cash maintenance.. 

· Salary Reimbursement to the Employees.
·   Maintaining the Ledger and Journal Entries book. 
WORK EXPERIENCE: 2
  Company Profile:
   FIC A leading Global BPO Player, lending outsourcing and technological services to First American

   Corporation dealing in Mortgage, Title Insurance and Specialty Lending Services.

   FIRST INDIAN CORPORATION PVT. LTD.

  From August 9th 2004 to December 13th 2006 - FIRST INDIAN CORPORATION PVT. LTD.

 This Corporation deals with  Back office support for Medical / IT Companies, 

  Working as a Process Associate. ( Data Entry Operator)
Responsibilities:

: 
· Handle to analyses the status of tax information for it is current or delinquent.
· Return the report back with the date promised for the customers dock.
· The prime duty of the searcher needs to update the data base and verify the information given by the  customer document. 

· If customer provided information matches with the corresponding agencies, need to update in the database. 

· Understanding the clients specifications achieving the targets.
· Generating and maintaining Reports.
Achievements in FIC PVT Ltd:
· Has been nominated 2 times as “Star Performer “of the Process.

· Attended a 16 hour Training Program in “ Interpersonal Communication Skills “ 

Educational Qualification:

	Institution.
	Degree.
	University.
	Grade

	ATNCC
	B.Com
	Kuvempu
	II Class.

	National College
	PUC.
	Karnataka Board.
	II Class.

	Government pre college
	X STD
	Karnataka
	II Class.


    .                             

COMPUTER SKILLS:

Operating Systems 

           :    Dos Windows 98 Windows XP
Tools and Utilities


:  MS Word 97, Word 2000, Excel, Outlook Express 20002






Power Point, and Internet Browsing,









Honors Diploma in Computer Systems in NIIT







English and kannada Senior Typewriting.
PERSONAL DETAILS:

Date of Birth
:
12/06/1978
Nationality
:
 Indian
Religion
:
 Muslim
Sex
:
 Male 

Marital Status                      
:            Married 

Mother Tongue 
:            Urdu,
Languages Known
:            English, Hindi, Kannada and Urdu

