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NUVAID
Email: nuvaid.184077@2freemail.com 
Career Objective 
 To   support  the  growth  and  profitability  of  an  organization  that  provides challenge,   encourages   advancement   and   rewards   achievement   with   the opportunity to utilize my substantial experience, skills and proven abilities.

Key Strengths

· More than 10 years of work experience in UAE.
· Proficient in Tally ERP 9 and MS Office applications.
· Capable of managing multiple assignments and tasks.
· Excellent Secretarial and clerical skills.
· Remarkable data entry speed with accuracy.
Professional Experience 

Accounts cum Admin. Assistant                                             Apr 2011 to Apr 2013
Company L.L.C. – Dubai, UAE.
· Handling the duty of main cashier independently along with book keeping.
· Preparation of Accounts Statements and Inventory Reports.
· Cheque preparation.
· Petty Cash Management.
· Preparation of Daily Production Reports.
· Entering Import and Local purchases. 
· Preparing and sending quotations and follow up.
Warehouse Clerk                                                                       Jun 2001 to Feb 2010
Seiken Auto Spare Parts L.L.C. – Dubai, UAE.
   Preparing Goods Receipt Notes and Delivery Notes.
· Entering Import Consignments as well as Local Purchases.
· Petty Cash  Management for miscellaneous  warehouse expenses.

· Checking and Verifying the stock of specific item/items as per instruction from the Inventory Manager.
· Maintaining a Goods Delivery Book for recording details regarding delivery such as vehicle number, quantity of packages delivered, delivery person’s name etc.
· Preparing Inventory Reports.
· Keeping a database for inputting information concerning the daily warehouse activities.
· Maintaining Import and Export Register for recording details regarding Imports and Exports.
Data Entry Clerk (Temporary Assignment during year 2000) State Election Department, Government of Kerala, India.
  Entering Public Election related data in the system.
Data Entry Clerk (Temporary Assignment during year 1999) Dept.  of Economics & Statistics, Government of Kerala, India
  Entering the details of Economic Survey conducted by the Govt. of Kerala.

Education and Training 

Commerce & Accounts
University of Calicut – Kerala, India.

Data Entry and Console Operation (DECO)
LBS Center for Science & Technology (A Govt. of Kerala undertaking), Thiruvananthapuram, Kerala, India.

Office Automation
Govt. Polytechnic – Kannur, Kerala, India.

(Certified by the Ministry of Human Resources Development, Govt. of India).

Draftsman Civil
Govt. Polytechnic – Kannur, Kerala, India.

(Certified by the Ministry of Human Resources Development, Govt. of India).

Personal Information

Nationality                    :            Indian Marital Status              :            Married 

Date of Birth                :            04 September 1977
Languages known       :            English, Hindi, Malayalam

Visa status                    :            Visit 
References

Will be provided upon request
Salary last drawn: AED 4000 

Salary expected: AED 4000-5000

I do hereby declare that the details given above are true to the best of my knowledge and belief and I also assure that if I am selected I will discharge my duties with utmost sincerity to the best interest of the company and thereby their growth.

