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0547716424,Email:remyakrishnapandiyath@gmail.com

CAREEROBJECTIVE:

WellorganizedandhardworkingAdministrator/Accountantwith12years’experienceseekinga
Position

PERSONALDETAILS:
Age 33

MaritalStatus :Married

Nationality :Indian

Passport :U2054899

EDUCATION:
2006–2009 :BachelorofCommerce(Calicutuniversity)-P.GcenterTrissur

2006 :PlusTwo(computerScience)-GVHSSThalikulam

2003 :S.S.L.C-St.Joseph’shighschoolEnamakkal

COMPUTERSKILL:

P.G.D.C.A

TallyERP9+TDS+GST

GraphicDesigning

M SOffice&GoodTypingSpeed

WORKHISTORY:

1.Designation :AdministrativeExecutive

Organization:ACTSLLC(AdvancedCool&TechnicalServices),Dubai

Duration :September2021toPresent

 Preparing,organising andstoringinformationinpaperanddigitalform.

 Dealingwithqueriesonthephoneandbyemail.

 Managingdiaries,schedulingmeetings

 ManagedStaffsworkScheduledependscustomerrequest

 Plannedandarrangedtravelitineraries,TrackIncomesandpreparedexpensereports

 Maintainedconfidentialclientfilesandinformation

 DocumentshandlingoflaborsanddoalltheProceduresforvisaRenewal

 GeneralOfficeDuties



2.Designation :Administrator

Organization:SSBAZZAR,ERNAKULAM

Duration :January2019toAugust2020

 EnsuringgoodcustomerserviceAndWorksasmanagertoo

 Processedinvoices,distributedmail,orderedsupplies,processed

 CoordinatingbusinessoperationsandImprovingadministrationprocesses

 Examinetheincomeandexpenditureoftheindividualororganization

 Undertakeaudits,conductfinancialinvestigationsandmanageinsolvencyAllocatingbudget
resource

 Monitoringcashdealingswithcustomers,establishingbankaccountsandfunds,
managecashflowandChasingpaymentwithclient

3.Designation :AdministrativeAssistant

Organization :JAZEERATHALNOORTechnicalservice,BURDUBAI

Duration :February2018toMay2018

 ManagedStaffsworkScheduledependscustomerrequest

 Plannedandarrangedtravelitineraries,TrackIncomesandpreparedexpensereports

 Maintainedconfidentialclientfilesandinformation

 DocumentshandlingoflaborsanddoalltheProceduresforvisaRenewal

 GeneralOfficeDuties

4.Designation :Accountant

5.Organization :PLUMBINGKERALA,THRISSUR

Duration :June2009toNovember2017

 Analyzedprojectgoals,planedscheduleofdeadlinesforprojectcompletion,monitoredproject

costsandscheduledtoensureprojectdoesnotexceedtheapprovedbudget

 Actedasacustomerrelationsspecialist.Coordinateddaily,weeklyandmonthlyParticipatedin
dailyteam meetingstoensureworkloadwasproperlydelegatedamongtheteam.Managed
customerrequestsforinformation

 Purchase,StockHandlingandDistributionofpurchasedmaterialstotheongoingsites

 VolunteerofBODHI(Blood&OrganDonationHarmonyInitiative)

 VolunteerofSOLACE(organizationforChildren’swhohaveautism)
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