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VISIT VISA: Valid 
PERSONAL INFORMATION 
Sex: Male    Date of Birth: 25-07-1985   Nationality: Indian

Job Applied for: Admin / Accountant Logistics / Camp Boss /Sales / Document Controller  

OBJECTIVE: To obtain a position that will enable me to use my strong organizational          

Skills, Educational background and ability to work well with people.
WORK EXPERIENCE:
Finance &Administrator in Group, Iraq (Basra) since Dec2013 to Jan 2015
· Receive and verify invoices and requisitions for goods and services

· Verify that transactions comply with financial policies and procedures

· Prepare, verify, and process invoices and coding payment documents

· Prepare batches of invoices for data entry

· Data enter invoices for payment

· Process backup reports after data entry

· Maintain listing of accounts receivable and payable &Maintain the general ledger

 Ecolog international company under support to Weatherford Company Iraq (Basra) As              Administrator (sinceJun2013 to Nov2013)
· Coordinating Badging for the new employees and the Weatherford direct supporting staff.
· Providing backup and support to operation as the time of low staffing.

· Working in SQL data server, every day updates check in & check out employees

Administrative Specialist & Maximo Coordinator in NASA Construction & Trade Inc., Afghanistan USA Base since May 2011 to Jun 2012(1.2 Years)
· Maintain all office systems in accordance to the prescribed standards in order to ensure smooth functioning at all times
· Handle customers on telephone and in person with queries and problems

· Train new employees in administrative tasks within the department

· Maintain records and file data according to category

· Oversee payroll systems to ensure smooth running

· Communicate with management, staff, suppliers and customers to ensure a pleasant work environment
Admin Assistant in Bhawan Engineering LLC Oman since April 2007 to May 2011(4.1 Years)

· Performed general office duties and administrative tasks

· Data entry of all the application forms &upgraded all office filling systems 

· Open and distribute the mail

Administrative Specialist in Mothi Mahal Hotel India since March 2005 to Feb 2007(2 Years)
· Dealing With cash and Payments

· Acting as a Secretary or personal assistant to a manager.
· Answer incoming calls promptly, courteously and in a professional way

· Coordinating with clients and giving best service in different parts of the region
EDUCATION /QUALIFICATION
S.S.L.C: Karnataka Secondary education Examination Board, Bangalore, India (1990-2000)
P.U.C: St. Aloysius PU College, Pre-University Board, Mangalore (2000-2002)
B.Com:St. Aloysius College (Autonomous) Mangalore-575003 (2002-2005)
PERSONAL SKILLS

Mother tongue: Konkani
Other Language: English, Hindi, Kannada, Malayalam, Tulu.

Communication Skills: Good Communication Skills gained through my experience as     

                                         Administrator Field.

Organizational/managerial Skills: Leadership 
Job-Related Skills: good Command of Quality Control Processes

Computer Skills: Excellent Skills utilizing MS Office, Excel, Word, PowerPoint, Access Etc.
                              Hardware and Networking from Indian institute of Hardware technology Ltd

Safety HSE Skills: Hazards, Fire extinguisher, Fire protection systems, managements & laws.
Other Skills: A.C Mechanic and Electrical 

Driving License: Light Motor Vehicle
DECLARATION

In the event of my being selected I shall endeavor to carry out my duties entrusted to me to the entire satisfaction of my superiors.

