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CAREER OBJECTIVE                                                                                                                                                     

Excellent accounting and administration skills, with experience in Tally and Infos ERP, deals with customers and high level workloads within strict deadlines. Now looking to start a new challenging position to meet my competencies, capabilities, skills, education and experience.

PROFILE SUMMARY & KEY SKILLS
· Highly organized, and be able to work positively and constructively within the pressurized environment.
· 6 Years of Experience in various fields including Accounts, Admin, Procurement & sales. 
· Strong computer skills for data entry and excellent knowledge of advanced MS Office
· Excellent with Tally and other financial software. 
· Ability to maintain effective working relationships, good communication and situation management skills. 
EXPERIENCE
Accounts Assistant & Admin    : Feb 2014 to July 2015 
Laduree Center: Doha, Qatar | Studio,Café,Saloon and Hotel groups  

Responsibilities

· Maintains general ledger in Tally, handling petty cash expenses.
· Preparing Invoices and follow up to client for Payment received.
· Calculating perks and allowances.
· Preparing vendor’s payment and vendor’s reconciliation.
· Preparing MIS report.
· Responsible for updating account records and book keeping.
· Responsible for documentation.
Accounts Assistant 

: Feb 2013 to Jan 2014

Jawahar Projects WLL: Doha, Qatar | Contratcing, Trading and Electromechanical Co.
Responsibilities:
· Preparing Invoices and Delivery Notes.

· Handling Petty Cash expenses.

· Handling Self-Correspondence with all Business Clients, Suppliers and Banks
Purchase Assistant & Accounts Assistant    

: March 2010 - Nov 2012

Mohamed Bin Tamim LLC: Dubai, UAE | Office Stationery and Food stuff Trading | 
Responsibilities:

· Issue Purchase order, issue goods receiving note, store issue voucher and maintaining Inventory Report.

· Preparation of Payroll, received time sheet approved by the supervisor.

· Rasing of invoices to customers, posting into general ledger.

· Experienced in controlling Debtors & Creditors and preparation of debtors & Creditors Outstanding list and reporting to Management.
· Experienced in preparation of monthly Bank Reconciliation statement 
Relationship Manager
: Nov 2007 - Dec 2009

JRG Securities Ltd
: Kerala, India | Financial Services Provider|    

Responsibilities:

· Develop effective relationships with the client & Getting Enquiries from     Customers. 

· Develop new customer relationships adhering with set guidelines of Relationship Manager Business Development. 
· Evaluate potential customers need and provide apt financial services and products. 
· Provide ongoing relation servicing with existing clients to maintain goodwill and expand business.
EDUCATIONAL QUALIFICATION

· PGDM - Pillai’s Institute of Management Studies & Research – Mumbai, India. 2005-2007
· Bachelor of Commerce - Mahatma Gandhi University, Kerala – India. 2002-2005

· Higher Secondary Education - Syrian Christian Higher Secondary School, Kerala – India. 2000-2002
· SSLC – State Board of Public Examination, Kerala – India - 2000.
TECHNICAL SKILLS

· Hardware and Basic Networking

· IT Skills – MS SQL , MS Office(Word,Excel & PowerPoint) & Internet Applications
· Oracle and Tally ERP 9
PERSONAL INFORMATION

Nationality          
: Indian 

Marital status      
: Married 

Visa status          
: Visit Visa

Languages          
: English, Hindi, Malayalam & Tamil
