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CAREER OBJECTIVE
To take up a position in a reputed firm that rewards loyalty, hard work, dependability, positive results in the team environment which could augment and improve my skills and technical knowledge and an opportunity to upgrade my efficiency and skills.
QUALIFICATIONS
Nov, 2013   Pursuing Licentiate Examination of Insurance Institute of India. (Appeared and passed one module)
2008-2011   Bachelor of Commerce with Computer Application, M.G. University, SAINTGITS College, India
2006-2008   Commerce with Computer Applications (Higher Secondary) - SB School, Changanacherry, India
2005-2006   10TH Standard- Rajagiri Higher Secondary School, Cochin, India
ORGANISATIONAL EXPERIENCE
02/2014  - Present -
STRATEGIC MARKETING & EXHIBITION, Dubai.
Accounts Asst. & Purchasing Officer.
Key Responsibilities –
· Basic Data Entry to Finalization of accounts- Reconciliation of bank statements 
· Preparing monthly general reports on company expenses, cash report generation and voucher records. Daily expenses’ report handling. 
· Book Keeping on MS Excel 2010 
· Petty Cash handling 
· Accounts Receivable clerk 
· Electronic Bank Transfer proficiency. 
· Preparing pay roll 
· Correspondence with suppliers regarding sampling, deliveries, complaints and any other queries. 
· Analyzing revenue and expenditure trends and recommend appropriate budget levels, and ensure expenditure control. 
· Explaining billing invoices and accounting policies to staff, vendors and clients. 
· Proficiency in Bank transfers and Online smart business. 
· Finding the best quotation & systematic preparation of LPOs on every requisition received. 
· The complete follow up as a procurement officer. 
· Screening staff issues: Supports human resources processes by administering & suggestions; scheduling appointments; conducting orientation; maintaining records and information. 
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02/2012  - 02/2014 -   EMINENT CONTRACTING LLC, Dubai.
General Accountant & Acting Purchaser
Key Responsibilities –
· Basic Data Entry to Finalization of accounts- Reconciliation of bank statements 
· Preparing monthly general reports on company expenses, cash report generation and voucher records. Daily expenses’ report handling. 
· Book Keeping 
· Electronic Bank Transfer proficiency. 
· Preparing authorizing details to release of cash to clients. 
· Preparing pay roll and handling labour matters. 
· Correspondence with suppliers regarding sampling, deliveries, complaints and any other queries. 
· Analysing revenue and expenditure trends and recommend appropriate budget levels, and ensure expenditure control. 
· Explaining billing invoices and accounting policies to staff, vendors and clients. 
· WPS of 130+ 
· Preparation of LPO & the complete follow up as a procurement officer. 
06/ 2011- 02/2012 -
ILA - Ethnic And Unique, Cochin, India.
06/ 2011 – 11/2011 – Accountant
12/2011 – 02/2012 – Acting Store Manager
Key Responsibilities –
· Store management & General accounting duties 
· Visual Merchandising, Customer service 
· Organising exhibitions, Training and development of the new and existing staff members. Reason to leave: New job opportunity in Dubai & Family based in UAE. 
ACADEMIC PROJECTS
· Two month Project as Accountant at DISH CATERING & EVENTS FZCO for Accounts Migration. 
· Organizational study - KKR mills, ‘NIRAPARA’, Cochin- Developed a software for the company. 
· Organizational study - Rubco, Kottayam. 
· Case study - Microfinance and Self-help groups in Kerala. 
· Represented SAINTGITS College team and won first prize in Eclat 10’ which was conducted during National Management Fest and National Conference 2010- Marian College, Kuttikanam. 
· Have represented Saintgits College team and won many prizes for Marketing Games on all participated intercollegiate fests. 
COMPUTER SKILLS
· Competent in using Office applications and Windows-based packages {Microsoft Excel, Microsoft Word, Power Point }, HTML, Visual Basic, Photoshop 
· Emails & Internet. 
· QUICKBOOKS Pro proficiency. 
· CATEREASE GLOBAL Online proficiency. 
· XERO Online Accounting proficiency. 
· Tally ERP-9 proficiency. 
· Knowledge of Analyst Cheque Print & CatSys Cheque OutV.11.04 - Cheque Printing Softwares 
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VALUE ADDED COURSES
· BEC- British English Course Certificate 
· ERP- Enterprise resource planning 
· Tally 
ACHIEVEMENTS
· Selected BEST IN ARTS of the college for the year 2011 (SAINTGITS College of Applied Sciences, Kerala) 
· TEAM LEADER for College Arts Team 
· Selected by the Special Jury for the BEST TEAM PLAYER AWARD at RYLA CAMP 
· University College Basketball Team Captain 
Won many awards, Certificates and accolades for sports, Quiz Competitions and Cultural activities in interschool & intercollegiate fests & meets.
SKILLS
· Good communicator, Quick learner, Persuasive talker, Enthusiastic, Creative, Excellent listener and ability to work under pressure. 
· Full Professional Proficiency in English, Malayalam & Professional Working Proficiency in Hindi & Tamil. 
INTERESTS AND ACTIVITIES
· Sports, Reading books, Travelling, Photography, & Music. 
	
	
	
	PERSONAL DETAILS

	
	Date of Birth
	:
	April 30, 1990

	
	Nationality
	:
	Indian

	
	Marital Status
	:
	Single

	
	Driving License
	:   Holding valid UAE & Indian driving license (both Manual & Automatic)
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