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Mobile: +971 0588278640
Email: akhilvsharon@gmail.com
Al Satwa, Dubai
OBJECTIVE:
To grow and scale, as a professional with a hand full of virtues as an asset, which includes, ability to learn new things, follow a culture of rich work ethics, and finally be an asset to my employer enabling them to achieve their objective.

PROFESSIONAL EXPERIENCE:
Josco Group: who are leading Traders of Gold and Diamond group in India.
November 2011 to November 2018 as an Admin cum Accountant
RESPONSIBILITIES:
·  Book Keeping & Record Maintenance.
·  M I S reporting.
·  Inventory Management.
·  Preparation of Offer letters, Appointment Letters & Transfer Letters.
·  Preparing ID Cards, Visiting Cards and opening of Bank Accounts.

·  Maintaining & monitoring attendance records, late arrivals & overtime

·  Maintaining Employee Database.

·  Internal correspondence between the Head Office & branch Office.
·  Monitoring Leave & Permission Records.
·  Inventory Management of Telephones, fax machines etc.
·  Responsible for transport, and facility management.
·  Making arrangement for travel and stay of Sales personnel.

·  Booking ticket online and through travel agent. Making hotel reservations.
·  Generating sales invoices
.
CORE SKILLS:
 Inventory Management, Microsoft Office Suite, Report Generation, Documentation, Payroll

ACADEMIC QUALIFICATIONS:
	COURSE
	YEAR
	INSTITUTION

	M B A
	2012 – 2014
	M K University

	B C A
	2008 – 2011
	PRIST University Tamilnadu

	Higher Secondary
	2004 - 2006
	M G M Higher Secondary School Lakkattoor,Kerala

	Senior Secondary
	2004
	N S S High School Kothala,Kerala


PERSONAL DETAILS

Name                    :    Akhil Varghese
Contact                 : 
  Belresheed Building, New Era Super market backside
                                 Al Satwa, near satwa bus station.
                                  Mob: 0588278640
Father's Name     :    R K Varkey
Date of Birth        :  
 13 January 1989
Gender                :
  Male

Nationality
       :
  Indian
Passport Details  :     Passport No   –    S 0904468
                                  Date of issue –   11-04-2018
                                  Place of issue –   Cochin
                                  Validity             –    10-04-2028 

Religion                :    Christian (Orthodox)

Marital Status       :
   Single

Languages Known:
Malayalam, English, and Hindi 
REFERENCES WILL BE PROVIDED UPON REQUEST
DECLARATION:
I hereby declare that the above-mentioned particulars are true to the best of my knowledge and belief.

Place : Al Satwa ,Dubai






           Akhil Varghese
