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Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686


	
	Education


· Master of Business Administration in Finance
UNIVERSITY OF BEDFORDSHIRE, UNITED KINGDOM
February 2013- July 2014
Modules: Strategic management, International finance and markets, corporate finance, Investment theory, Financial Accounting, Marketing, and Executive Development

· Bachelor Of Commerce with Computer Application
MAHATMA GANDHI UNIVERSITY KERALA, INDIA
June 2009- May 2012
Graduated First class
· Central Board of Secondary Education, India

12th in commerce
Subjects Including: Accountancy, Economics and business management.
Graduated with 70% marks
PROFESSIONAL experience


Finance and Administrative Assistant | 
27th August 2014 – 28th January 2015


JOB RESPONSIBILITY:
· Enters invoices in the system
· Pays vendors in a timely manner and  Maintains back up folders
· Processes checks
· Print and disperse draft invoices to Associates and Client Managers
· Updates the spreadsheets
· Disperse the final invoices to the client
· Client file maintenance
computer skIlls

· Linux, Mac and windows operating system
· SQL, HTML and TALLY.
· Microsoft Office especially word, excel and PowerPoint.

INDUSTRIAL 
PROJECt

· KERAFED (Kerala coconut oil Federation) Trivandrum, Kerala, India.
Topic: “Analysis of working capital management in the organisation”
RESEARCH

· Successfully completed a research as the part of MBA program
Topic: “How brand design affect the purchasing power of consumers”
REFERENCe
Available on request.
DECLARATION

I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars
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