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	MANAGEMENT PROFESSIONAL-(CLIENT RELATIONSHIP –BUSINESS MANAGEMENT)


Highly organized and creative problem-solver with strong initiative, confident and poised in interacting with the individuals at all levels. Displays versatility and have high grade of responsibility, training, customer care and general administration works. 

	EDUCATIONAL ATTAINMENT


· MASTER OF BUSINESS ADMINISTRATION,GREENWICH UNIVERSITY,UK(2009-2011)

· BACHLOR OF BUSINESS MANAGEMENT,KANNUR UNIVERSITY-(2006-2009)

· HIGHER SECONDARY SCHOOL (+2),BOARD OF KERALA-(2004-2006)
· SSLC,BOARD OF KERALA-(2002)

	PROFESSIONAL INTERNSHIPS


· SALES ADMINISTRATOR. (Dec 2011-Dec 2013)
             SOUVENIRS PVT. LTD.
            297 OXFORD STREET, LONDON, UK.
KEYWORDS
· Played a vital role of communicator amongst the organization and clients.

· High grade communication skill.

· Handling incoming/outgoing calls, correspondence and filing.

· Identifying target markets and developing strategies.
· Reporting in a timely & accurate manner on company procedure & developments.
· ACCOUNTANT. (Jan 2014-Jan 2015)
  ACCOUNTS

 COCHIN, KERALA.
JOB PROFILE
· Control over all accounting and financial matters.

· Compile and analyze financial information’s and documents to prepare books of accounts and finalization.

· Maintenance of Day Book and ledgers.

· Maintain year ending schedule.

· Payroll preparation.

· Maintain purchase & sales including stock register.

TECHNICAL SKILLS.

· Excellent command on basic computer needs.
· Proficient in Microsoft WORD and MS EXCEL.
· Accounting packages-Tally ERP 9.
PERSONAL DETAILS.
Date of Birth
: 03-MAY-1987.

Nationality
: Indian.

Marital status                                               : Single
Languages known
: English, Malayalam, and Hindi.
REFERENCES & AUTHENTICATED DOCUMENTS WILL BE PROVIDED UP ON REQUEST.

	                                                     DECLARATION


 The above information provided is correct to the best of my knowledge and belief. I shall be grateful if you provided me the chance to work with you. I shall work to best of my abilities and your expectations.

