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PASSPORT DETAILS
Passport Number    : L5478207
Place of Issue           : Malappuram
Date of Issue            : 01/11/2013
Date of expiry          : 31/10/2023

PRESENT ADDRESS
Villa no 437
Sheikh Mohammed avenue
Road no 87, West Riffa - 908
Kingdom of Bahrain

PERSONAL DATA

Nationality             : Indian
State                         : Kerala
Date Of Birth          : 02-Dec-1992
Sex                             :  Male
Marital Status         : Single
[bookmark: _GoBack]Religion	           : Muslim
Linguistic proficiency   : English,
                                             Malayalam 
                                             & Hindi

	OBJECTIVE
Intend to structure my growth in pace with the ever-changing corporate environment. Make my learning curve to move in a linear fashion along with the growth of my functional skills coupled with overall personality development in order to face the challenging times ahead. Take up responsibilities with the assurance of putting the best and consistent efforts to come up with effective results. I insist on getting the job done and work for efficiency and effectiveness. Being a fast learner I can quickly adapt to the surroundings, which a new job offers.
EXPERIENCE IN INDIA
· Worked Shreyas Social Service Centre in the capacity of Accountant cum Office Administrator on Jalanidhi Project at Vengara – Oorakam Gramapanchayaths for the Year January 2014 – January 2015
· Worked as an Assistant Accountant in LULU Fashion World– March 2015 to July 2016 
EXPERIENCE IN BAHRAIN
· Accounts Clerk and Assist Property Manager at Property Management Office
(Working as an Accounts Clerk and Assist Property Manager at Sheikh Salman & Sheikh Abdulla Bin Khalid  Bin Mohammed Al Khalifa Office from Dec 5th 2016 to Present) 
RESPONSIBILITIES PERFORMED 
· Provide accounting and clerical support to the Managers
· Keep records of Tenants interaction or transaction, recording details of inquiries, complaints or comments as well as action taken. 
· Check to ensure that appropriate changes were made to resolve Tenants problems.
· Contact Tenants to respond to inquiries or to notify them of claim investigation results or any planned adjustment.
· Handle Leasing Paper works. 





· Execute billing and collection activities.
· Arranging services for customers.
· Handling enquiries through telephone and email.
· Carryout administrative duties such as Filing, Typing, Copying and Scanning
· Coordinate office procedures
· Type accurately, prepare and maintain accounting documents and records.
· Prepare bank deposit
· Provide assistance and support to managers.
· Compile and sort invoices, bills and checks.
· Executive data entry operation
· Verify documents substantiating business transaction.

EDUCATIONAL QUALIFICATIONS

Higher secondary 		: National Institute of Open School Tirur,Kerala - India

Diploma (Computer Application and Business Management	) (One Year)					:Seethi Sahib Memorial Polytechnic College Tirur, Kerala- India 

Secondary School Leaving Certificate Examination: P P T M Y H S S CHERUR, Kerala- India

COMPUTER SKILLS 
Operating Systems	:	Windows XP, Windows7and Windows8
Office Application	:	MS Office, PageMaker, Photoshop
Accounting 	:	Tally, Peachtree, Quick Books 
	Typing Skill			      :	English and Malayalam  


	OTHER ACTIVITIES & HOBBIES						
School club Member, Social Service with Various Groups 
Attended several Sports Items
Organizing various cultural & Technical activities, Traveling, Reading, Drawing, Browsing Internet, Sports. 
							MUBASHEER P		
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