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Career Objective

An association with a company of repute where I can professionally contribute to its effective functioning and I can grows personally and professionally.

Professional Experience
1. Presently working with Atiq Mubarak Eid Trading EST. from April 2014 as office assistant (Administration, Accounting, Logistics(Indoor &Outdoor), Sales(Outdoor) ,personnel management etc… ) at DUBAI 
Responsibilities

· Performed general office duties and administrative tasks
· Administered online banking functions
· Managed accounts payable, accounts receivable, and payroll departments
· Responsible for maintaining accounting ledgers and performed account reconciliation.
· Monitored and recorded company expenses.
· To maintain the status of funds
· Process all purchase orders
· Keep track of physical stock and tally with computer records
· issue,receipts,documentation, warehousing,inventory,  stocking   and  making  computerized  entries for the related items. Maintain inward and outward on daily basis
2. Worked as Audit Executive in M/s Saju & Co (Chartered Accountants),Kochi, Kerala from December 2012 to March 2014 
Responsibilities
· Preparation, Finalization and Review of Financial Statements. 

· Preparation and Review of various returns such as VAT Returns...
· Conducting stock audits of Times of India, Sai Service, etc...And VAT audit
· Checking of sale and purchase invoices of different companies
· Installation of digital signature works

· Taking F forms like C-form, F-form, Delivery note,8FA…of  Different companies

3. Worked as Senior Supervisor in Aditya Birla Retail Ltd (More supermarket)Kochi, Kerala from June 2012 to December 2012 (Serves customers by providing merchandise; supervising staff)
Responsibilities
· Completes store operational requirements by scheduling and assigning employees; following up on work results.
· Maintains store staff by selecting, orienting, and training employees.

· Maintains store staff job results by coaching, counseling, and disciplining employees;      planning, monitoring, and appraising job results.

· Formulates pricing policies by reviewing merchandising activities; determining additional needed sales promotion; authorizing clearance sales; studying trends.

· Markets merchandise by studying advertising, sales promotion, and display plans.

· Secures merchandise by implementing security systems and measures.

· Protects employees and customers by providing a safe and clean store environment.
Educational Qualification

June 2012             
    MBA (finance)
Second class (59%)        Mar Athanasius College, Kothamangalam
December 2010              P.G. Diploma in Management
Second class (58%)        Mar Athanasius College, Kothamangalam

December 2010              Diploma in Management
Second class (55%)        Mar Athanasius College, Kothamangalam

2006-2009                 Bachelor of  Science

First class (60%)             St. Stephen’s College, Uzhavoor

                                         Major: Mathematics

                                         Sub     : Statistics, physics
2004-2006                       Board of Higher Secondary Examination        
Second class (58%)         St. Peter’s H.S.S, Elanji
                                        Main: Science

March-2004                     Secondary School Leaving Certificate Examination    

First class (62%)              St. Peter’s H.S.S, Elanji
Computer Skills

Application Packages: MS-Office (MS Word, MS Excel), Tally
Others

           : Internet and Basic Hardware
Strengths

· Efficient management and organizational skills.

· Excellent in Coordination works.

· Good communication and interpersonal skills.

· Responsible and Confident.

· Good listener and Observer.

· Ability to work in a team.

· Self-motivator and adaptive.
Languages known 

                              Speak         Read         Write

English                     Yes
 Yes             Yes

Hindi
Yes
 Yes
Yes

Malayalam
Yes
 Yes             Yes
Personal Details 

Date of Birth
: 
27th May 1989
Sex         
: 
Male

Religion
         :               Christian

Marital Status
: 
Single           

DECLARATION

I hereby declare that the above information is correct to the best of my knowledge and belief.

Place:
Date:

   





