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Objective : To seek a challenging long-term career oriented employment, and assume a responsible position   in   a   progressive, reputed   organization   to   invest   all   my   professional   expertise, educational qualifications and to contribute to the success and growth of the organization.
Skills : Excellent customer service. Excellent verbal and written communication, strong interpersonal, office administration, Multitasking, Natural flair and Ability to work on own initiative and as part of team. Excellent problem-solving and analytical skills
Professional Credentials :

Company : South India Company, Mysore, Karnataka, India.

Period : February 2014 - August 2015.
Position : Assistant Accountant.  

Responsibilities : 


Preparation of daily physical cash statement. Maintaining the ledger accounts, Book keeping.

Petty cash payment, Respective entry and Updating of petty cash register. Sending requirement for petty cash to HO admin who in turn will submit the same to Ho accounts.

Making the weekly wages report based on the attendance. 

Company : Muthoot Capital Services, Mysore, Karnataka, India.

Period : September 2011 – December 2013.

Position : Collection Officer.

Responsibilities :

Responsible for delinquency management of two wheelers.

Appointment of executives.

Managing comprising 6 executives.

Motivating the Team to make them stretch that extra mile to achieve the target.

Regular revives with executives and providing the solution to their queries.

Gathering market information on defaulters, maintaining of negative database and sharing the same with other players in the market.

Company : Jashanmal National Co. L.L.C, Dubai, UAE. 

Period : August 2010 – July 2011.
Position : Cashier.

Responsibilities :
Handling the day to day cash and making the daily chief cashier reports and discount report.

Handling the telephone calls and transferring to the concerned department.
Maintaining the petty cash expenses.

Depositing the daily cash to the bank.

Greeting the customer and solving their queries.

Analyzing and updating the daily targets.
Qualification :
Diploma in Aviation Hospitality & Travel Management 2008.
Bachelor of Commerce 2007 – 2009.
Computer Skill : Operating system:  Windows 95/98, windows 2000, Windows Xp, MS word & MS power point, MS Excel and Tally.
Languages known :

English
    [read, write, speak]

Hindi
    [read, write, speak]
Kannada  [read, write, speak]
Arabic
    [read]

Personal Details :
Date of Birth   : 07.11.1988.
Marital Status : Married.
Nationality      : Indian.

Religion           : Islam

Visa Status      :  Husband Visa.
