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CAREER OBJECTIVE

    Use my skills to make effective contribution to the growth of the organization and enhance my functional coupled with overall personality development to become an efficient management executive.
ACADEMIC PROFILE

· Passed B.Com, Computer Application from Mahatma Ghandhi University, Kerala in 2009.
· Passed Higher Secondary Education from Higher Secondary Board of Examination, Kerala in 2006.

· Passed Secondary Education from Secondary Board of Examination, Kerala in 2004.

WORK EXPERIENCE
Accounts & Sales Executive, Steelite Hardwares & Cera Sanitarywares, Chengannur, Kerala. (2009-2011)
Keys & Responsibilities:
· The key responsibilities includes, Verification of account opening documents on a daily basis without errors.

· Attending & resolving queries and doubts from clients.

· Voucher preparation & filing works.

· Preparing monthly Sales & Purchase report and Stock checking.
Assistant Accountant cum Administrator, Al Rawas Mining Co LLC, Salalah, Sultanate of Oman (May 2011- October 2015)
Keys & Responsibilities:

· Calculating and checking to make sure payments, amounts and records are correct.
· Sorting out incoming and outgoing daily post.
· Preparing monthly accounts report, bank reconciliation, handling petty cash.
· Preparing monthly sales & production report, stock report and diesel report.
· Monthly preparation of staff overtime, workers salary problem related to bank.
· Maintain & update personal records for staff, record leave program and staffs changes, assisting with the administrative duties of the appraisal & salary review process.
· Prepare and process requisitions, purchase orders & making supporting documents for Purchase departments.
· Prepares special financial reports by collecting, analyzing, and summarizing account informations.


	PERSONAL DETAILS
DOB:            26.06.1988
Sex:             Male

Nationality: Indian

Languages Known:

English, Hindi, Arabic.
MaritalStatus: Single                   

GCC Driving License:

Sultanate Of Oman


	· Assist with annual budget preparation as required.
· Assisting with all aspects of administrative management, logistics, equipment inventory and storage.
· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems.

· Prepare & update monthly shipment, coordinating with shipping agent & providing shipment information.
· Arranging transportation facilities for loading cargo in containers and cargo ships & coordinating with port operation teams.
· Works closely with providers to assure efficient and effective execution of defined processes and goods transportation.
· Complete documentation such as Custom clearance, Sale procedure documents, Statements of facts, shipping documents etc.
· Manage workers & transport security related work such as preparing badges, passes and identification cards.
PROJECTS & TRAINING
Management project :

Organization: Geo Motors Pvt. Ltd, Cochin
· Project: A study on factors affecting employee    motivation in Geo Motors Pvt.Ltd.

Management project:

Organization:  Preethy Hawai Rubber Industries Pvt.ltd,Kottayam

· Project: A study on Recruitment and Selection procedure at Preethy Hawai Rubber Industries, Kottayam.

Training:

 Organization: Pushpagiri Medical College,Thiruvalla

· Successfully completed intensive internship training in “Customer oriented service in brand building” as part of      Kristu Jyoti industrial Training at Pushpagiri Medical College and secured A grade for the same.
·  Project on Library management system (Visual Basic), as part of Degree Syllabus.
ADDITIONAL PACKAGES
· Tally 9.0; Certified by Banglore Academy.
· Course certificate from Cochin Stock Exchange Institute of Capital Market (CSE)

· Certificate from Tax Study Center, Kerala.

· MS Office (Excel, Word, Powerpoint, Outlook, Access), Peachtree, Quickbook.
      


	
	ACTIVITIES & HONOUR
· Published a Magazine (Kristu Jyoti College, Chethipuzha 2008)

· Visited 3 Industries (HNL, Oushadi & Kerala Feeds) as a part of management studies.
· Program coordinator of Espirit-07(a National Level Management Fest conducted at Kristu Jyoti College, Changanacherry)    
· Certificate of Attendance ‘Port Users Safety Awareness Course’, Port Of Salalah, Sultanate of Oman. 
SKILLS
· Good communication skill. 

· Presentation Skill

· Strong leadership skills.

· Encompass various human competency and managerial skills such as motivating people, organizing and coordinating activities etc.

DECLARATION

I, hereby declare that the above-furnished details are factual and truthful to the best of my understanding and confidence.
Place: 

Date:                                                                         
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