CV - AKHILA 


E-Mail:akhila.369366@2freemail.com
Objective
To secure a position where my organizational and office skills are well utilized.

Profile statement
· Over 2 year experience of successfully performing a number of data entry and clerical tasks. 
· 1 year experience of accounting assistant. 
· Dealing with offshore accounting and data entry projects. 
· Time based solution providing for accounting. 
· Created budgets and forecasts for the management group. 
· Ensured compliance with accounting deadlines. 
· Prepared company accounts and tax returns for audit. 
· Data base management and organizing. 
· Perform other job related duties as assigned. 
· Maintaining confidentiality and producing quality work. 

Technical skills
· Proficiency in Microsoft Word, Excel, Access, PowerPoint, Outlook Express, Microsoft Windows 
· Tally 
· Data base management 
· Typing 30 words per minute 

Core competencies
· Detail-oriented, efficient and organized professional with extensive experience in accounting systems. 
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions. 
· Excellent written and verbal communication skills. 
· Highly trustworthy, discreet and ethical. 
· Resourceful in the completion of projects, effective at multi-tasking. 

Educational Qualification
1. B.COM from Calicut university in 2014. 
2. Diploma in computerized financial management. 
3. CMA- Inter pursuing 

Personal Information
	DATE OF BIRTH
	:
	08/11/1994

	SEX
	:
	FEMALE

	MARITAL STATUS
	:  MARRIED

	NATIONALITY
	:  INDIAN


LANGUAGES KNOWN  :  ENGLISH, MALAYALAM (Read, Write, Speak)
HINDI (Read, Write)
VISA STATUS
: Visiting. In dubai ready to join any time.

Declaration
I hardly declare that all the details given above are true best of my knowledge.
AKHILA
