CURRICULUM VITAE

SREEDEVI M.S						
Email id: - sridevinair@yahoo.com
Mob:  + 91 98454 54125

CAREER OBJECTIVE

Seeking a position to utilize my skills and abilities in an industry that offers professional growth while being innovative and flexible

OVERVIEW

· Having good communication skill and soft skill
· Good presentation and analytical skill
· Quick learner, a good team player and adaptability to work under any circumstance

BRIEF EXPOSURE OF PROFESSIONAL EXPERIENCE

1. M/s. JANUS GROUP,M.G Road, BANGALORE

Designation :   Assistant Accountant 
Period           :   March 2010 to 2015

Duties and Responsibilities:

· Performed general office duties & administrative tasks.
· Preparing monthly bills of difference outlets and its submission.
· Provided Telephone Support.
· Administered online Banking functions
· Preparing vouchers, invoices etc.   
· General administration related to transport – insurance renewal, tax renewal etc.
· Managed the internal and external mail functions.
· General ledger maintenance, purchase, sales ledger & bank statement data entry. 
· Updating & entering journals for sales  and other transactions. 



2. M/s. SPARSH BPO LIMITED, BANGALORE.
Designation	:  CSA- Customer Support Associate 
Period         	:   2008 to 2010, 
Duties and Responsibilities:

· Handling Inbound calls on customer queries and resolves the issues.
· To maximize adoption success at the customers satisfaction.
· Interaction with customer related to service offered and taking the feedback.
· Acting as a centre point between the customer and departmental Heads.

 EDUCATIONAL QUALIFICATION

· SSLC: Passed 10th from “Govt. High School” Koilkkal Kollam Kerala.

· Degree: Passed B.com from “Indira Gandhi National Open University” Bangalore  

COMPUTER SKILLS

· MS-OFFICE 
· Tally ERP 9

PERSONAL DETAILS

Name					:	Sreedevi M.S
Father’s Name			:	E. M Mohanan Nair
Date of Birth				:	13-03-1983
Sex					:	Female
Marital Status			:	Married
Language known			:	Malayalam, English, Tamil & Kannada
Address				:	Munireddy Layout, Near AET College, 
							Doddakannahalli, Bangalore – 560 035

DECLARATION

I hereby declare that the information and facts stated herein above are true and correct to the best of my knowledge and belief.

Date:    06/02/2023 								
Place:	Bangalore								(SREEDEVI. M.S)
