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          Store Keeper cum Data Entry Operator PROFESSIONAL

              Knowledge/Skills

· Accounts handling.
· Inventory control.
· Good Knowledge of M.s Word 
· Sales & marketing.
· Fast Typing Skills
· Able to work under pressure and meet deadlines with ease.[image: ]
· Building profitable and strategic relationship with customers.
· Strong communication&interpersonal skills.
· Have excellent problem solving, coordination skills.
· Excellent writing, presentation and communication skills.

EXPERIENCE

•      Worked as Store keeper cum Data entry Operator in AL KAWTHER HYPER MARKET at Muscat, Oman from 20/04/2017 to 02/06/2018

Job Profile:
· Responsible for receivng  all shipments of products and store  them in organized manner
· Storing: Arrange the items in proper way (Clean & Tidy)/Binned as per the allocated Bin nos. also update the safety requirements as per commodities in store.
· Data entries( Type in Data Provided by Company, GRN entries,)
· Documentation: proper filing of every document inbound and outbound with concerned signature.
· [bookmark: _GoBack]Creating L.P.O .
· Stock Handling, controlling workers.
•	Worked as an Accountant cum Store keeper in TASTE MAKER FOOD STUFF TRADING at Ajman,U.A.E  from 06/04/2015 to 14/1/2017
· Sales &Purchase billing.
· Data entries. 
· Goods Receving
· Dealing with suppliers and customers.
· Handling cash transactions and deposits of daily cash sales.
· Petty cash.
· Credit note, Debit note

•	2 years of experience as an Accountant cum Data Entry Operator in FOREVER IMPORTS,                                         .               Thalassery, Kerala, India.
•             1 year experience as a Data Entry Operator in U LIKE TECHNOLOGIES , Banglore, India                       .    

TRAINING & CERTIFICATIONS

· Diploma in Computerized Financial Accounting (Tally E.R.P 9, Peachtree, Quick books & M.s Excel.
· Certificate course in graphic designing ( Photoshop, illustrator)  



ACADEMIC QUALIFICATIONS

· Bachelor of Commerce (Computer Application), KANNUR UNIVERSITY, India (2013)(U.A.E embassy verified) 
· Senior Secondary School Examination  ,Kerala, India ( 2009)
· Secondary School Examination ,Kerala, India ( 2007)



IT KNOWLEDGE.
                                
· Solver Inventory System, Gallant, Tally, Peachtree, Quick Books. 
· MS Office 2010 (Word, Excel and PowerPoint).
· Windows7,8,10



PERSONAL PARTICULARS


Nationality			:		Indian
Current Residence		:		Kerala, India 
Marital Status		:		Single
Date of Birth			: 		Feb 20th 1991
Languages Known		: 		English, Malayalam, Hindi, Urdu
					Arabic (basic)
Interests			:		Reading Newspaper, General Knowledge,
					Playing Football, Travelling
Driving Licenses		:		Valid Indian driving license issued (2010)
[image: ]Passport Number                      :                            P 5352749
Visa Status                                   :                            Business Visa (Expiry- May 12)	
Joining Availability	               :		Immediate
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