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 SAFUVAN 
Qualification: M.B.A., B.Com
Nationality: Indian

E-mail: safuvan.375798@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
Current Location: UAE
CAREER OBJECTIVE
Seeking a challenging opportunityin a reputed company which will enable me to reach my career goals by achieving the objectives and goals of the company by utilizing my abilities, knowledge, skills and experience.
PROFILE SUMMARY
· A qualified MBA candidate with more than three yearsof experience as an administrative assistant cum Accountant.
· Worked closely with all administrative functions, and involved in decision making process.
· Have good communication skills in English, Hindi, and Malayalam.
· Energetic and self-motivated individual with excellent relationship management and problem solving skills.

· Well versed with Accounts management including preparation of final accounts and financial statements.
ACADEMIC CREDENTIAL 
	Qualification
	Course 
	Name of Institute
	University / Board
	Year

	Post-Graduation
	M.B.A
(HRM& Marketing)
	Malik Deenar Institute of Management Studies, Seethangoli, Kasaragod
	Kannur University
	2015-2017

	Graduation
	B.Com

(Computer Application)
	Malabar Islamic Complex Arts and Science College, Thekkil, Kasaragod
	Kannur University
	2012-2015

	PUC
	Commerce
(Computer Application)
	Chemnad Jama-ath Higher Secondary School, Kasaragod
	Board of Higher secondary Examinations, Kerala
	2010-2012

	S.S.L.C
	
	Chemnad Jama-ath Higher Secondary School, Kasaragod
	Board of Public Examinations, Kerala
	2010


WORK EXPERIENCE
Worked as anAdministrative Assistant cum Accountantin Chaliyangod Manal Thozilali Kshema sahakarana sangam, Kerala. From 15th December 2013 to 15th April 2017.
Responsibilities:
· Preparation of Value Added Tax (VAT) reports.
· Preparing reports on accounts payable and accounts receivable, and maintaining cash transaction& petty cash book along with day to day cash & bank transactions.

· Assist secretary in maintaining statements and reports for Service Tax, Vat Return, Royalty, Income Tax &other Govt. payments.
· Preparing and maintaining official files, financial statements and reports.

· Schedule and coordinate Meetings, Appointments and other arrangements.
· Assisting Executive board committee in Decision making and other processes.
· Assist in Data entry, Documents controllingand budget preparation.
· Prepare Bank, Debtors & Creditors Reconciliation statements.
ACHIEVEMENTS AND AWARDS:
· Awarded for “Best Student (Best All-rounder)” for the year 2015-2017, by Malik Deenar Institute of Management Studies, Kasaragod.
· Won in “Best Management Team” event of “Accolade 2k16” National Level Management Meet organized by Centre for Management Studies, Kannur University, Mangattuparamba Campus on November 2016.
· Semifinalist in “Best Manager” competition in All India Management Fest “Luminance 2k16” held on November 2016, DC School of Management and Technology, Vagamon, Kerala.
· Participated in “Marketing’ event held as part of “Karm Anta 2k15” National Level Management Fest, conducted by Vimal Jyothi Institute of Management and Research, Kannur, Kerala on 2015..
CORE COMPETENCIES:
· Computer Competency.
· Excellent presentation, written and verbal communication skills.

· Managerial / Leadership / Team management / Analytical skills.

· Decision support and influencing skills.
· Quick learner and tech savvy.
· Client Service andPublic relation exercise.
TECHNICAL SKILLS:
· MS Office (Excel, Word, Power Point, Outlook).

· Tally 2007.

· Photoshop.
· Well versed with internet, web portals& e-mail.

· Handling of Devices like Scanner, Printer, camera, etc.
· Operating Systems: XP, Vista, Windows 7, Windows 8, Windows 10.
PERSONAL SKILLS:
· Good communication and presentation Skills.

· Ability to work under pressure and multitask.

· Negotiation and Problem solving skills.

· Highly motivated, Initiative and Result oriented.

· Willingness to learn and determine.

· Pleasant personality with excellent interpersonal skill
· Easily adaptable, Flexible and Dedicated.
· High degree of confidence and positive attitude.

· Good team spirit and hardworking capability.
PERSONAL DETAILS:
· Date of Birth: 10thMay, 1994.
· Gender
: Male.
· Marital Status
: Single.
· Nationality
: Indian.
· Languages known    : English, Hindi, Malayalam, Tamil.
· Area of Interest        : Travelling, Playing Cricket,Net Surfing, Listening Music.
DECLARATION:
I hereby declared that all the above details are true and correct to the best of my knowledge.

