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RESUME 
AMAL 

al karama, DUBAI
Email
: amal.371841@2freemail.com 
                                                 
Career Objective:

To serve well for the company by holding responsible position where I can expressed my creative skills and experience which would result position productivity and prove myself as a cat list in promotion of the good will, of the employer with innovate and forward looking skills and actions and to be a part of a growth oriented organization, contributing, learning and enhancing my development both has a professional and an individual.
Educational Qualifications:
	COURSE
	NAME OF  COLLEGE/ UNIVERSITY
	PERIOD

	B.com
	M.G University
	2015


Strength:

· Team Player

· Sincere and Honest

· Positive Attitude towards word

· Hard Working

· High sense of Commitment and Dedication

· Ability to learn and Adopt new Technologies Fast
Personal Details:

Age &Date of Birth

:
12-12-1992
Nationality


:
Indian

Languages known

:
Hindi, English & Malayalam 
Work Experience: 
· 1 year experience in Administration Executivess at Heal Well Medical Centre, Dubai UAE 
· 2 year experience in Accountant and Cashier at Continental , Kerala, India

Software Knowledge 
· Micro Soft office word, Excel, Power Point Tally and Peach Tree 
Responsibilities
· Act as the point of contact between the executives and internal/external clients

· Undertake the tasks of receiving calls, take messages and routing correspondence 

· Maintain diary, arrange meetings and appointments and provide reminders

· Updating daily cash and cash in hand
· Take dictation and minutes and accurately enter data

· Monitor office supplies and research advantageous deals or suppliers 

· Produce reports, presentations and briefs
· Itemizes and totals purchases by recording prices, departments, taxable and nontaxable items; operating a cash register.

· Enters price changes by referring to price sheets and special sale bulletins.

· Discounts purchases by redeeming coupons.

· Collects payments by accepting cash, check, or charge payments from customers; making change for cash customers.

· Verifies credit acceptance by reviewing and recording driver's license number; operating credit card authorization system.

· Balances cash drawer by counting cash at beginning and end of work shift.

· Provides pricing information by answering questions.

· Maintains checkout operations by following policies and procedures; reporting needed changes.

· Maintains safe and clean working environment by complying with procedures, rules, and regulations.

· Contributes to team effort by accomplishing related results needed
Declaration:
I hereby declare that the information specified above are true and correct to the best of my knowledge and belief.




                                                        AMAL
