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Objective        
Seeking a suitable placement where I can prove my capabilities responsible, sincere and hard working eager to learn and contribute to the betterment of the company.

Education
High School (10th), Board of Kerala 


Higher Secondary (Pre-Degree), University of Calicut, Kerala 


Bachelor of commerce from University of Calicut, Kerala 

Experience
Worked with Hassani Group of Companies, Dubai, UAE as Assistant Accountant cum Cashier from Aug 2010 to May 2014.
· Making Supplier Payment as per terms, Matching GRN with Supplier bill and Co- ordinate with supplier for all calcification 

· Preparation of age wise report for Account payable and passing account 


Payable accrual entry.

· Making foreign supplier payment sending through demand draft & bank  transfer & dealing with bank for making trust receipt payment. 

· Reconciliation account with Supplier books, collection of confirmation of 

Balance from supplier for audit purpose.


· Preparation of age wise report for sending to all customer and collecting money & cheques making receipt entry.

· Following customer's pending payment as per credit limit & inform to our salesman.


· Receiving PDC cheques passing pdc entry keeping dates wise sending to bank & conform pdc entry, making cheque return entry.

· Preparing salesman commission monthly, three month & six month as per contract, preparing daily collection report & customer pending report giving to directors.


· Reconciliation account with customer books, collection of confirmation of 

Balance from customer for audit purpose.
Experience
Worked with AVIVA Life Insurance Company India. Pvt. Ltd. Delhi, India as Operations Executive from July 2003 to May 2010.
Description of Job

· Ensuring the proper documentation of each policy docket.

· Ensure correct updating of proposal details in system for each policy. 

· Ensure the proper documentation for cases like Key Man insurance, Partnership insurance and HUF insurance cases.

· Verifying each and every document attached with the Proposals and ensuring the validity.

· Transferring of proposal docket to different functions after quality check.
· Issuing the proposals forms to Scanning team (“ Sify”) on daily basis for scanning.

· Quality check of the proposals receiving from scanning team random basis.

· Handling quires from branches regarding Status, Daily receiving, RTS etc.
· North Login all branches of dispatch schedule are maintained in RPC.(Inward Desk)   

· Accepting renewal premium payments and cheque bounce payments and updating the same in system. 
· Ensuring that insurance stamp value given for each policy is according to the Sum Assured.
· Forwarding additional documents and customer requests to Central operation and other branches.

Experience 

Worked with M/s. Digital India, New Delhi, India, as Data Recording Team Leader from Sept 2002 to May. 2003
Description of job

· Operating the DMS Software.

· Manual Handling of Customers Documents.

· Indexing the documents in the DMS Software.

· Uploading the Images of Customer Documents to the Server.

· Dealing the Clients like TATA Tele, BSNL, DLF etc.

· Demanding to clients for our Payments and for helping our day-to-day activities.

· To send and receive all mails of the company.

· All work related to Computer Operation
Computer Knowledge
:
Diploma in Computer application


· Platform : Dos, Windows95, 98, 2000, Windows NT & XP

· Package
: Office – 97, 2000 – MS Word, Excel, Power Point & 

· DBMS
: MS Access, Foxpro & V.B.

· Browser
: Internet Explorer, Netscape Navigator

· Typewriting 60 W.P.M

· Knowledge of Shorthand

 PERSONNEL PROFILE

 Strength 


· Capable of handling challenging and demanding situations

· Capable of working in groups and also individually.

· Been a good mediator between Top Management and Workers

· Proven considerable amount of responsibilities over the job.

