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 Personal Data:

 Date of Birth   :08/12/1986  

 Gender             : Female

 Marital Status  : Married
 Nationality      : Indian

 Visa Status      : Husband Visa

 Languages Known:

· English, Hindi, Malayalam 
	CV No: 1319778

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

Career Objective:

Seeking a position in Accounts/ Administration or any suitable post in an Organization, where I can utilize my skills.

Work Experience:
24/09/2009 - 05/10/2010  :.


                                           ( Accounts Assistant & Administration)

07/11/2010 - 24/12/2011 :. 






   (Accounts Assistant)

10/01/2013 - 13/09/2013 :.

                                                Accounts Assistant & Administration)

JOB  Functions:
.

· All aspects of accounts like processing entries and vouchers, keeping of various books of records and works up to Finalization of Accounts. 
· Checking of Petty cash 
· Bank Reconciliation 
· Preparing Payroll 
· Preparing MIS Reports 
· Dealings with petty cash and related works and reconciliations.
· Day to day interaction with various banks. 
· Preparation of statements like receivables, payables etc. and arranging the collection, payments etc. and Preparation of commercial letters to suppliers, banks and customers 



	Personal  Interests: 

· Reading

· Playing

· Travelling

· Music

Personal  Strengths: 

· Fast Leaner, adapt well to changes and pressures in workplace.

· Work effectively with diverse group of people.

· Ambitious, hardworking and committed to excellence.

References :
Can be provided on request
	Educational Qualifications:-

Qualifications

Board/University

Year of Passing

SSLC

General Education Dept

Govt of Kerala

2002

Plus Two

Commerce
Board of Higher Secondary

Govt of Kerala

2004

B.Com

Income Tax Law&Practice

University of Calicut              Kerala - India

2007

   PROFESSIONAL QUALIFICATIONS:

· SUUCCESSFULLY COMPLETED HDC COURSE (Higher Diploma in Co-operation) WITH FIRST CLASS from KERALA- INDIA DURING THE YEAR 2008.

Computer Skills :

· Accounting Package :  TALLY

· MS Word, MS Excel, MS PowerPoint 

· BPO(Business Process Out Sourcing)

Declaration :


I hereby declare that the information provided is true to the best of


