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Email: riya.373624@2freemail.com 
   OBJECTIVE:

         Seeking a position in a dynamic organization with a stimulating environment, which could utilize my knowledge and education and to meet the global challenges ahead with the best of my performance and confidence
                      SNAPSHOT  
(Total -3 Years Experience)

·  2 years and 3 months of experience in Finance & Administration Sector.
·  9 months experience in System Administration
·  A self-starter with the ability to quickly recognize and resolve technical issues   

 under pressure.

· Ability to work in a team oriented and fast-paced environment.
Professional Experiences 
  Working as a Customer Relations Executive in Muthoot Fincorp Ltd. Ernakulam (Kerala-India) from March 2015 to July 2017
Duties and Responsibilities:
· To compile, develop and implement management reports including; bank facilities, receivables and payables, etc.

· To ensure all incoming and outgoing payments are processed in a timely fashion

· To set work priorities and respond to changing priorities that impact on daily planned activities

· To analyze and cross reference invoices, and authorizations and verify payments for approval

· To undertake data entry, cost loading and journal vouchers into the Company accounts system.

· To prepare reports for analyses as needed.

· To analyze and reconcile general ledger and subsidiary accounts.

· To manage cash office activities in accordance with Company Policies and procedures.

· To be responsible for the security of cash and payment instruments.

· To maintain confidentiality of Payments and Receipts.

· To give or release payments to third parties and record all cash and related bank transactions.

· To communicate face to face and on the phone with Account holders and internal / external customers regarding cash payment related issues.

· To receive and receipt a variety of payments and other cash and bank transactions.

· To check payment advices with their attachments and preparing invoices & forward to relevant Branches.

· To receive invoices from Branches and check them against payment advices.

· To prepare reconciliation’s & record incoming and outgoing invoices to balance the account against the main statement.

From June 2013 to March 2014 as a Trainee in TCCL Ltd. Ernakulam ( Kerala-India)
Duties and Responsibilities:

· Experienced in system administration, website administration and network administration. 
· Successfully implemented and migrated to solutions offering more stability and reliability and easier maintenance, while supporting the existing technical infrastructure and applications. 

· Responsible for installations, maintenance, troubleshooting and upgrading of           IT peripheral equipment such as modem, router, switches, systems, printer 
· Software & Hardware Trouble Shooting.

· Customer handling and attending the phone calls.  

· Configure Wireless Network and Trouble Shoot.

· Trouble Shoot Office Outlook and Outlook Express.
· Giving brief for the new users and training for the user for getting effective use of application and software.
ACADEMIC
· Bachelor of Computer Engineering from M.G University 2007-2011, India.
· Plus Two from Board of Higher Secondary Examination, Kerala 2005-2007, India.
· S.S.L.C. from Kerala Educational Board, 2005, India.
Technical Qualifications 
· Hardware and Networking  
· Windows XP, Windows 7,Linux,Ubuntu
· C,C++,SQL

· MS Office, Adobe Photoshop,
PASSPORT DETAILS
Date of Issue



:
09-12-2016
Date of Expiry



:
08-12-2026

Place of Issue



:
Cochin, Kerala, India

Visa Status



:
Husband Visa

PERSONAL INFORMATION’S
Date of Birth



:
July 23 1990
Sex




: 
Female
Marital Status



: 
Married

Nationality



: 
Indian

Mother tongue 

            :           Malayalam

Languages



: 
English, Malayalam 
HOBBIES:

· Listening music
· Socializing-Community work ,Church activities ,Volunteer work
· Sports-volleyball

· Gardening, animal care etc

DECLARATION

I hereby declare that all the given information’s are true and correct to the best of my knowledge and belief.
Place:  UAE-Abudhabi 
                                                                                                                    Riya 
