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· Seeking a challenging position in the field of Accounts, Administration, Documentation and Data entry, or any, which would enable me to realize my potential as well as organizational goals.

· Male, 27Years - Indian

· Post Graduate Degree in Commerce 
· Excellent Written & Communication Skills in English
· Office Management & Administration

· Document Control Section
· Accountant
 -       ACCOUNTS  ASSISTANT
Climate Controls - LG a/c Service Centre in Kannammoola, Trivandrum,kerala.
October 2012 to September 2013
· OFFICE  ADMINISTRATOR
Kerala Tourism and Development Corporation Palaruvi, Kerala.
 November 2009  to May 2010

· Masters Degree  in Commerce (M.com 2010-2012) 
Kerala University, Kerala - India

· Bachelors Degree in Commerce (B.Com 2006-2009)
         Kerala University, Kerala - India
· English, Hindi & Malayalam

· English, Hindi, Malayalam & Tamil
· 
         Accounts Section
· Finalization of Petty cash vouchers before sending for approval
· Preparing Cash book, daily book keeping
-        Updating the Files
-        Prepare Technicians’ daily report and

-        Proper follow up in collecting of all the pending  payments    
-        Prepare monthly TAX  report
-        Prepare reports of payroll on monthly basis
· Other General works assigned by the management
         Office Administration Section
· Maintaining Files | Keeping records relating to office transactions 
· Prepare Daily Statements
· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems
· Maintaining mail registers & Follow up for correspondences
· Responsible for all office Equipments (Photo copy machine / Telephone / computers) 
· Monitor all statutory compliance areas

-       To exercise general control over all activities in store.

SPECIALIZATION
· Microsoft Office Packages: Word, Excel, Tally 9.

· Date of Birth
                     :
27th May 1987
· Gender


         :
Male

· Marital Status
           
         : 
Single
· Nationality 

         :
Indian

· Place of issue

        : Trivandrum
·  Visa Status                             :  Visit 
                                           DECLARATION
I here by declare that the information furnished above is true to the best of my knowledge. 

Date:
   
Place: BUR DUBAI                                                                                            
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