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             Career Objective 

Seeking a challenging position in an organization by which my Experience, Skills and Education would be put to optimum use for the success of the Organization. 

Career Summery


· Indian Oil Corporation (Yemkay Gas Agencies) PVT Ltd 
Designation – Administrative Officer/Account Assistant
Period of Service: March 12, 2011 to March 12, 2017 (Still Working)
Applications Used:  Insoft Programme, SAP,MS-Office Tools Etc.
Work Profile:
· Preparation of  Daily statements based on the information on day to day Operations..

· Preparation of financial statements, maintaining cash controls supervising the payroll and personnel administration
· Ensure transactions are properly recorded and entered into the computerized.
· Interact with Indian Oil Corporation client representatives to obtain the feedback on the work completed/query.
· Preparation of Invoice in our company software using SAP for daily transaction by synchronization in central server.

· Maintain & update company databases.
· Organize a filing system for important & confidential company documents.
Educational Information


B.Com - (2006-2009)
Calicut University, Kerala, India 

Plus Two - Commerce – (2004-2006)
Kerala HSS, Palakkad, Kerala, India 
SSLC - (2003-2004) (CBSE)
Rosi Modern English Medium School, Palakkad, Kerala, India 
Other Qualifications


· DCFA (Diploma in Computerized Financial Accounting)
Key Skills and Competencies


·  Experience of working to tight deadlines with limited resources.

·  Experience in managing large quantities of data.

·  Strong awareness of Administrative sector.

Technical qualifications

· M.S. office 
· SAP (Insoft Programme)
· Tally

 Achievements
· Worked in one of the Best Oil Company in India
Linguistic Ability

English:
Read,Write and Speak
Malayalam:
Read,Write and Speak
Hindi:              Read and Write

Personal Information



Date of Birth: 

01/09/1987
Marital Status:

Married
Nationality:                 Indian
Hobbies




· Likes to play Cricket, Football and Carom
· Listening to music
Declaration
I do hereby declare that the details furnished by me are true in the best of my knowledge and behalf.
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