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OBJECTIVE

Acheerfulpleasantpersonalitywithanaptitudeforhardwork,honestyandawillto

achieveandtobeabletoworkanorganizationwhereIcanutilizemyexperienceand

skillstothebestofmyabilities

PERSONALDETAILS

 Nationality :Indian

 DateofBirth:01/06/1985

 PlaceofBirth:India

 Sex :Female

 Religion :Hindu

 MaritalStatus :Married

LANGUAGESKNOWN

 English

 Hindi

 Malayalam

 Tamil

EDUCATIONALQUALIFICATION

 B.Ed.Commercefrom UniversityofKerala

 M.com from AnnamalaiUniversity

 B.com (Computerapplication)from UniversityofKerala

 PlusTwounderGovt.ofKerala

 S.S.L.CunderGovt.ofKerala



COMPUTERSKILLS

TallyERP9.2from TallyAcademy

PERSONALSKILL

 Abilitytoworkunderpressure.

 Meetsdeadline.

 Abletobuildstrongclientrelationship.

 Dynamicandeasilyadaptable.

 Eagertolearnandopenforfurtherdevelopment.

PROFESSIONALEXPERIENCE

LIONPROTECTIVEFORCE. Asst.ACCOUNTANT

(DOJ:FEB2017-Still)

St.XAVIERSHIGHERSECONDARYSCHOOL

T R I V A N D R U M

(DOJ: JAN 2015 – JUN 2016 )

G U E S T T E A C H E R

 Preparinganddeliveringlessonstoarrangeofclassesof

d iffe re n t a g e s a n d a b ilitie s

 Markingwork,givingappropriatefeedbackandmaintaining

records of pupils progress and developm ent

 Preparingpupilsforqualificationsandexternalexamination

 Managingpupilbehaviorintheclassroom andonschool

 premisesandapplyingappropriateandeffectivemeasures

i n c a s e s o f m i s b e h a v i o r

 Communicatingwithparentsandcaresoverpupils

program andparticipatingmeetings,parentsevenings andwholeschooltrainingevents



M/S CENTURION BANK OFPUNJAB

(DOJ : APR 2013 – NOV 2014 )

B A C K O F F IC E E X E C U T IV E

 Maintainingandincreasingsalesofcompany’s

p r o d u c t s

 Establishing,maintainingandexpandingcustomerbase

 Collectingcustomerfeedbackandmarketresearch

 Servicingtheneedsofexistingcustomers

 Keepinguptodatewithproductsandcompetitors

M/S RELIANCE WEB WORLD

(DOJ :AUG 2006 – JAN 2007)

ACCO UN TS TRAIN EE

 MaintainandclosingofPettycashondailybasis

 Maintainingpayments,receiptsandbanktransactions.

 Bank&Debtors/Creditorsledgerreconciliation

 Maintainledgers

 Controllingofclosingbalancefrom cashier

 Preparingbankreconciliation,balancesheet,P&La/cetc.

 Preparationofsalarystatementanddisbursement

HOBBIES

Listeningmusic,Reading.

Iherebydeclarethattheabovefurnisheddetailsaretruetobestofmy

knowledge
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