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DUBAIІ UAE

I am a driven individual with a strong work ethic and a passion for continuous 
growth and learningЇ With a commitment to excellence and a proactive mindsetІ 
I tackle challenges head-on and strive to deliver high-quality results in every task 
I undertakeЇ My approach is characterized by adaptabilityІ resilienceІ and a 
willingness to embrace new opportunities for developmentЇ I am enthusiastic 
about contributing positively to any team or project and am eager to bring my 
dedication and enthusiasm to new professional endeavorsЇ

Managed financial transactionsІ reviewed expense reportsІ and processed 
invoices for paymentЇ
Maintained financial recordsІ ensuring integrity of the general ledgerЇ
Reconciled bank statementsІ resolving discrepancies and updating 
internal databasesЇ
Assisted in budgeting and forecastingІ and handled client invoicingЇ
Conducted audits for regulatory complianceІ contributing to closing 
processesЇprocessesЇ
Provided financial analysisІ producing monthly reports using ExcelЇ
Communicated effectively with stakeholders for transparent reportingЇ

Communication Skills
Teamwork
Problem-Solving
Time Management
Adaptability
Attention to Detail

TALLY ERP 9
MS EXCEL
FIRE FLY 
OFFICE AUTOMATION

ENGLISH 
HINDI 
TAMIL
MALAYALAM

Date of Birth   Ј  05/03/2001
Nationality   Ј  Indian
Marital Status  Ј  Single  

Verified orders for accuracy against invoices and billsЇ
Conducted meticulous quality checks on merchandiseЇ
Packaged items securely and affixed tamper-proof sealsЇ
Maintained detailed records of orders and deliveries using inventory 
management systemsЇ
Provided exceptional customer service during order pickupsІ addressing Provided exceptional customer service during order pickupsІ addressing 
inquiries promptlyЇ
Adhered strictly to company policiesІ proceduresІ and safety regulationsЇ
Ensured punctual delivery schedules and promptly resolved any delivery 
issuesЇ

Provided on-site technical assistance for telecom equipmentЇ
Helped install and test network infrastructure gearЇ
Identified and fixed technical issues efficientlyЇ
Maintained meticulous records of activities and resultsЇ
Ensured adherence to safety regulations at all timesЇ


