
[image: image1.png]



Gulfjobseeker.com CV No: 1510200
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
PROFESSIONAL OBJECTIVE
         To secure a challenging position within a progressive and innovative company using my knowledge, experience and communication skills and to make a positive contribution towards the organization, while staying abreast with the current technology and practices.
	EDUCATIONAL BACKGROUND


· Bachelor’s Degree – Bachelor Of Business Administration - Calicut University - Kerala, India 
· Plus Two – Kerala Higher Secondary Education Board – Kerala, India 
· S.S.L.C – Central Board of Secondary Education – Kerala, India
	WORK EXPERIENCE 


· Assistant in Business department at Kerala State Financial Enterprise Head Office ( April 2015 - present )
· Accountant at UTI Infrastructure Technologies  and devolopment Ltd (Nov 2013 -  April 2015)
· Admin at GK Granites and Exports ( July 2013 - Nov 2013)
Job Profile
· Preparing daily cash statements
· Preparing sales report
· Preparing ledgers ,acconts and processing expenses
· Preparing annual accounts and reports
· Provides telephone coverage ,answers phone, take accurate messages and handle urgent calls
· Reviews and prioritizes all incoming correspondence
· Determines  actions required, and follows through to completion
· Follows up on tasks
· Provides secretarial support; prints and types correspondence and reports
· Prepare various material when requested using word, excel
· Performs other duties pertinent to the job as assigned
· Coordinate and oversee the daily operations 
	COMPUTER KNOWLEDGE


· Certificate in Tally 
·  MS word, Excell, MS Office and Photoshop
	EXTRA-CURRICULARM ACTIVITIES 


· Singing
· Drawing
· Reading 
	STRENGTHS 


· Responsible Attitude.
· Ability to work both individually as well as a team.
· Ability to stay clam under pressure
· Sincere, hardworking and patient.
· Fast Learner.
· Ability to behave according to situation.
· Comprehensive problem Solving.
	LANGUAGES KNOWN

	Language
	To read
	To write
	To speak

	English
	Yes
	Yes
	Yes

	Hindi
	Yes
	Yes
	Yes

	Malayalam
	Yes
	Yes
	Yes

	Tamil
	No
	No
	Yes


	

	PERSONAL DETAILS


 Date of Birth      :  2nd October 1991
Religion              :  Hindu
Nationality          :  Indian
Gender
              :  Male
Marital Status      :  Single
Visa status        :  Visit visa
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