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_____________________________________________________________________________
CV No: 108342
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
CAREER OBJECTIVE:
Executive with 4 years’ 8 month experience probing for a suitable position in an esteemed organization where I could contribute to the growth and development of the organization thereby contributing to my own career growth, personal development and achievement.
EDUCATION:
· Master’s in Business Administration  (Finance) from Periyar University 
· Bachelor of Arts, in Sanskrit  from University of Calicut 
· Post Graduate Diploma in Computer Application. 
EMPLOYMENT DETAILS:
June 2012 till November 2014
Accountant
JOB RESPONSIBILITIES:
· Maintenance of daily accounts, journals, ledger, Cash book & petty cash. 
· Preparation of trial balance, profit & loss account & balance sheet. 
· Maintaining staff payroll, inventory etc. 
March 2010 till April 2012
CHEMMANNUR POLYMER PRODUCTS THRISSUR, KERALA, INDIA
Office Administrator
JOB RESPONSIBILITIES:
· General Administration of day to day office 
· Managing Employees and attending to their day to day work issues. 
· Negotiating new deals 
· Preparing Contracts and invoices 
· Vendor management and Business Rapport Development 
ACHIEVEMENT:
Promoted as Office Manager
PROFESSIONAL ABILITIES:
· An enthusiastic person who performs all office tasks to the highest standard and within given timescales. 
· Excellent communication skills in written and verbal both. 
· Trustworthy, Confident discreet and ethical. 
TECHNICAL ABILITIES:
· Proficient in MS Office applications 
	
	
	PERSONAL DETAILS

	DATE OF BIRTH
	:
	13.04.1987

	SEX
	:
	FEMALE

	MARTIAL STATUS
	:
	MARRIED

	NATIONALITY
	:
	INDIAN

	
	
	

	LANGUAGES KNOWN
	:
	ENGLISH, HINDI, TAMIL, SANSKRIT

	
	
	AND MALAYALAM

	VISA STATUS
	:
	VISITING VISA

	REFERENCE
	:
	ON REQUEST


Declaration:
I hereby declare that all the above given information given by me is true & best of my knowledge.
