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OBJECTIVE

A qualified Accounting professional with 7 years of Extensive experience, equipped with Sound Quantitative and Analytical skills, seeks a challenging responsibility in a well-reputed organization.

EDUCATIONAL QUALIFICATION

· Master Degree in Commerce (M.COM) 

Osmania University, Hyderabad, India (2002-2004).
· P G Diploma in Computer Application
Golden Computer Institute, Hyd, India (2000-2001).

· Bachelor Degree in Commerce (B.COM) 

Kakatiya University, Warangal, India (1996-1999).

COMPUTER SKILLS

· Windows Operating System DOS, WINDOWS 9X/NT, Vista.
· MS Office and accounting packages MS-OFFICE, Sage ERP Accpac & Tally.
EXPERIENCE 

Accountant - From Jan 2007 to till date.
Company: GARGASH LLC Dubai – UAE, (GROUP OF GARGASH)
Responsibilities: 

· Closely verifying the accounts on daily basis. 
· To manage monthly general ledger posting & closing, passing necessary journal entries to make system more accountable. 
· Responsible for preparing cash, bank and journal vouchers, their corresponding postings and Preparation of Financial Statements on a monthly basis.
· Correspondence with Banks, Vendors and other Business Partners.
· Upload day to day transaction in Sage ERP Accpac software.

· Preparing purchase enquiries, quotations, purchase orders, delivery orders and invoices for all the IT accessories of various brands.

· Verifying invoices and payments.

· Preparation of weekly and monthly reports.                                              

· Reconciliation of Bank and Cash Book.

· Reporting the manager (Sales Report) on daily basis.

· Maintaining petty cash and related transactions.

· Assisting Finance Manager in day to day Affairs.

· Assisting the Auditors during Audit.
· Controlling purchase & stock in software.

Accounts Assistant - From Jun 2004 – Dec 2006
Company: Sister Nivedita Educational Academy – Karimnager (India)
Responsibilities:

· Post journal vouchers, cheque payment, cash payment and cash receipts.
· Prepare staff salaries.
· Preparation of monthly statement of accounts.
· Filling correspondence and accounting records.
· Keeping stationeries and Office supplies.
· Maintaining petty cash account.
· Preparation of petty cash and cash vouchers.
· Preparation of all Debit and Credit advices.
· Data entry in computer.
STRENGTHS: 
· Skills in data management
· Excellent Interpersonal & Communication skills 
· Up-to-date information pertaining to accounting methods
· Ability to work under pressure
PERSONAL DETAILS

Nationality 


: 
Indian

Marital Status 

: 
Married
Languages Known
: 
English, Urdu, Hindi and Telugu

Hobbies


: 
Cricket, Comics & Computers
