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------------------------------------------------------------------------------------------------------                                                                                                                                                         
Summary:
I am a highly motivated qualified professional looking forward to utilize my knowledge, expertise and skills in a conductive corporate environment. I can add value to your firm through my service and through the knowledge that I would be sharing with my colleagues and superiors. 
Skills:
· Excellent Administrator & Communicator. 
· Excellent Customer service skills get along well with people. 
· Flexible attitude and capable of multi-tasking in a busy environment.
· Self-starter, able to motivate others to perform their maximum potential. 
· Quick learner who loves challenges and adapts well to new situations. 
· Leadership Quality. 
Professional Experience:
1. Company                       CAR CENTRE, Hamala, Bahrain
· Duration:                        June/2012–August/2014
· Job Profile:                    Accountant 
2. Company                      AL HADEEL  TOURISM & CAR RENTAL, Jannusan,Bahrain
· Duration:                        March/2009–May/2012

· Job Profile:                    Accountant 

3. Company                       ICICI Bank ltd,Kannur,Kerala,India
· Duration:                        Aug/2007– Feb/2009
· Job Profile:                    Business Development Executive& Customer Service
Job Profile:
· Updates and improves Chart of Accounts. Directs the maintenance of general and subsidiary ledgers for Clients
· Responsible for Accounts Receivables and Payables. 
· Controls postdated checks 
· Responsible for Fixed Asset management. 
· Monitors daily cash position and forecast 
· Daily bank balance follow-up and monthly reconciliation. 
· Helping in implementation and supervision of internal control. 
· Prepare payroll and payroll statement. 
· Preparation of Financial Statement complying with the relevant accounting standard. 
· Responsible for providing Section wise Sales variations to the clients top Management. 
· Verification of petty cash and other cash purchase invoices. 
· Preparation of Receipt vouchers against the various incomes received and its deposits. 
· Verification of Invoices with LPO and process for payment. 
· Verify staff attendance and preparing time sheet.
 Academic Qualification:
· Bachelor of Commerce                  (University of Calicut, India)
· +2 Commerce  (Higher Secondary Education Board Of Kerala)    
· S S L C             (Board Of Examination Kerala)                           
        
· Computer Skills: 
· Operating System          Windows 
· Spread Sheet                  MS Excel
· Word processing            MS Word  
· Accounting                    Tally, QuickBooks, Peachtree          
· Hardware                       Basic knowledge
  Personal Profile:
Marital Status



: Married
Date of Birth                                 : 06-04-1987
Place of issue



: Kozhikode, India
   Language:
   English, (Fluent in speaking, writing and able to self-correspondence)
Hindi, Malayalam (Mother tongue). Arabic (understandable)
Personal Strength:                                  
· Good presentable personality with good communication skills. 
· Ability to perform and deliver as a team, self-motivated, hardworking and systematic                         
·     
Declaration
                   I hereby declare that all the above said details are true to the best of my belief and knowledge.
