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 Ajayan 

 Ajayan.131787@2freemail.com 
 
Seeking a suitable position in accordance with my professional experience, qualification & skills gained over the year to the full extends for development, thereby contributing to the overall growth and profitability of the organization as well attaining self-growth in career.
Technical Expertise
· Desktop Application Software: Office 2010,2003 (MS-Word, Excel, PowerPoint, Outlook, MS-Access) MS-Project, Visio, Adobe Acrobat 5.0, ,

· Accounting Software:   ,Tally  (9.5, 6.3),   
Education:

· B.A Graduate  from   Calicut University, Kerala

Professional Experience:

December 2010- Till Date ( Asst. Accountant)

Computers LLC, Bur Dubai, UAE


Currently I am working as  Asst, Accountant for Mutex Computers, Dubai.  I am responsible for the following 
· Keeping records of all files /Documents. 

· Follow-up for payments from customers. 

· Preparation of Bank book and Bank Reconciliation.

· Preparation of Cash Book and Petty Cash Management.

· Preparation of Sales Invoices.   

· Preparation of Cheques.

· Preparation of Payroll for Employees.

· Data entry for all transactions in Tally. 

· Preparation of month end closing and financial data for Finalization of Accounts.

· Handled invoicing, accounts Receivable and receipts, accounts payable and payments.

March 1999 - December 2010 (Accountant)


Metro Textiles Ltd, Bur Dubai, UAE
As Asst. Accountant with Metro Textiles, Dubai I was responsible for the following 
· Verification and process the Import Letter of Credit   and maintain Export & Import Documents 

· Follow up customers for payment.

· Keeping the records of all Files and documents 

· Maintenance of petty cash book.  Accounts report generation. Follow up customers for payment.

· Preparation of month end closing and financial data for Finalization of Accounts.

· Handled invoicing, accounts Receivable and receipts, accounts payable and payments.

· Metro Staff Payroll Processing

· Follow-up for payments from customers

May 1993 – February 1999 (Assistant Accountant)


HOTEL GODWIN (3-STAR), Mumbai India.

As Assistant Accountant with Hotel Godwin, I was responsible for the following 
· Preparation and maintenance of cash book, ledger A/c

· Bank Reconciliation Statement.

· Foreign Currency Reconciliation Statement  

· Preparation of Cheques.

· Cash Flow Statement

· Salary sheet, 

· Luxury tax 


· Profit and Loss Account 

Personal Details:

PASSPORT DETAILS

Sex


: Male

Place of Birth

: Calicut, Kerala

Date of Birth

: 16th May, 1966

Nationality

: Citizen of India

Visa Status

: Residence Visa (Transferrable)
Confidential
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