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	OBJECTIVE

	
	Hard working adaptable and self motivated, offering great potential for professional growth seeking an excellent career that would fully utilize my knowledge experience in the field of accounting, sales & marketing for a company that can provide an opportunity for growth.
PROFESSIONAL STRENGTH
· Able to work independently with minimum supervision.

· Quickly observe new ideas and decision Making

· Fast and Self learner

· Ability to work under pressure 

· Good Team player 

· Consistent Performer

	
	

	EDUCATION

	
	BCom (Bachelor of Commerce) from Calicut University, India.(2002-2005) 

	
	Completed ACCP (Aptech Certified Computer Professional)
Diploma in System Management

	
	

	PROFESSINAL EXPERIANCE

	1,
	Discovery LLC . Musaffah, Abu Dhabi

Company dealing with Building Materials, Construction & Transportation.
Position : Sales & Accounts Assistant .    Duration : From June 2008 upto date

	
	Duties & Responsibilities 

· Preparation of Costing, Quotations, Local Purchase Orders, Order Requisitions & Invoices, day today accounting works.
· Control and manage all the incoming & outgoing documents as per   ISO 9001 procedures.

· Identifying excesses/shortages in physical count & analysing them for monthly stock taking.

· Managing Document Configuration and update all concerned documents.

· Managing Goods Receipt, Daily Material Report, Sales Report and Daily Expenses Statements.
· Attending incoming calls, Reviewing Faxes and E mails.

· Keeping track of payments, receivables from customers. Preparing Payment & Receipt Vouchers, Petty Cash, Suppliers Payments, Journal entries , Cheque Collections, General accounting tasks.  
· Assisting Chief Accountant, Sales Manager, HR Manager and Admin Manager.

	
	

	2,

	Accounts Assistant (Practicing under C.A) 

November 2006 – Feb 2008, Reported to: Chief Accountant

Accountants Academy, Thrissur, Kerala, INDIA.

Accountants Academy: An Auditing firm & Institution working under the                                                               supervision of Chartered Accountants.

Duties & Responsibilities 

· Auditing (Under C.A supervision )
· Maintaining Accounts for small firms (Manual & computerized).
· Maintaining Cash Book and Bank Book
· Accounts Payables and Receivables
· Invoicing & Preparing statements
· Maintaining of all Ledgers
· Preparation of Profit and Loss Account

	
	

	COMPUTER SKILLS

	
	Operating Systems:  Windows98, Windows 2000 & Windows XP.

Microsoft Office: Ms Office,Excel, Word, PowerPoint, Outlook etc 
Accounting Software : Peachtree 6.0 & Tally 6.3, 9
Thorough knowledge of internet & email.

	
	

	LANGUAGES

	
	English, Hindi, Malayalam & Tamil 

	
	

	DRIVING LICENCE

	
	Holding valid UAE driving license for light vehicle.

	
	

	PERSONAL DETAILS

	
	Sex 
	: 
	Male

	
	Date of Birth
	:
	08/03/1982

	
	Nationality
	:
	Indian

	
	Marital Status
	:
	Single

	
	Visa Status
	:
	Employment ( NOC Available)

	
	Availability 
	:
	Immediate

	
	


	
	



