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JIJOM
JIJOM.103786@2freemail.com 
 

Accounts Assistant  
OBJECTIVE 

To Seek a position in a challenging and stimulating environment envisaging personal growth and career development associating with an organization that provides an ambiance for learning and Professional Growth. 

PERSONAL PROFILE

Qualified and experienced professional with proven work expertise in field of Accounts. 

Ability to work under any pressure. 
Career Achievements
· Working Knowledge of Accounting Systems Tally, Focus 5 and Focus 6

· Working Knowledge of HR and Payroll Systems.

· MS Office (Word, Outlook and Excel)

Experienced in HR Coordinator (Payroll and Administration) for 2 months, also as Sales Coordinator for 2 months 

CAREER SUMMARY 

Accounts Assistant
 in a well reputed organization from Dec 2007 to Till Date 
AMILAB (ABU DHABI MEDICAL INDUSTRIES) 

(Al Mazroui Group of Companies)

Leading Manufacturer of laboratory Furniture & Medical Furniture’s 

Abu Dhabi, United Arab Emirates 

Job Responsibilities includes:

· Allocating the petty cash in the proper way. 

· Preparing payroll for workers and staff (almost 250 workers)
· Verifying the vouchers and posting in the proper account heads.

· Managed accounts payable, accounts receivable, and payroll departments
· Monthly Statements 
· Reconciliation of statements with the vendors. 

Stores In-Charge cum Inventory controller

in a well reputed organization from Sept 2006 to Dec- 2007 
AMILAB (ABU DHABI MEDICAL INDUSTRIES) 

(Al Mazroui Group of Companies)

Leading Manufacturer of laboratory Furniture & Medical Furniture’s 

Abu Dhabi, United Arab Emirates 

Job Responsibilities includes:

· Maintaining the accurate stock of Raw materials and other stores items
· Reconciliation of Book stock v/s Actual
· Leading the team of Stores personnel
· Involving in procurement process
· Managing the material dispatch packing and forwarding
· Custodian of RM Store/Finished Stores.
· Make sure the store controlling with ABC analysis
·  Preparing material for inbound and out bound.
· Proper control over inventory. 
ACCOUNTANT
Sept 2003-Sept 2006

Popular Finance, Changanacherry 

(A Leading Group of Concern in Private Sector)  

Job Responsibilities includes:

· Preparing of daily transactions in the books of ledger.

· Closing of monthly accounts 

· Finalization of P&L and Balance sheet 
· Preparation of Bank reconciliation, reconciling outstanding statement 
· Verifying all entry & responsible of making daily cash Statement
· Coordinating with head office for all the queries 

PROFESSIONAL QUALIFICATION

Graduate in Commerce from M.G University, Kerala 2004

I.T SKILLS 

Proficiency in Tally 5.4
Focus 5 & 6 for accounts

Diploma in Computer Application (M.S Office, Excel... Etc)
MULTILINGUAL
Malayalam, English, Hindi, Tamil
DECLARATION

I hereby declare that the above information is true to the best of my knowledge, and can be authenticated with relevant documents when required. 

Thanking You
      






                                                                                                                                                                                                  
