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SHAFEEQ

SHAFEEQ.143334@2freemail.com  
 
Career Objective

 To be part of an organization

To harness all the skills and talents that I have acquired and developed over the years and put it into practice, for the development of organization and my professional career.
Professional Profile

· Detail-oriented efficient and organized professional with extensive in accounting systems.
· Highly trustworthy, ethical and discreet; committed to superior customer service.
· Dedicated individual; achieving a reputation for consistently going beyond what is required.

· Proven ability to collect, consolidate, organize and priorities business needs.
Experience
1) Two Years experience as an Accountant cum PRO in AL SHALLAL TRASNPORT MASAFI . FUJAIRAH, UAE. 2009- till date
2) One and half Year experience as an Accountant cum Office Admin in Al Oufuq Al Wadi Trading Company –Salalah, Oman-2007- 2009
3) Three Years experience as an Accountant in Kerala Hajj Group –Kozhikode, Kerala –India 2004-2007
Accountant, Administrative Assistant

Main Duties & Responsibilities:-
· Preparation of  Daily & Monthly Financial Statement 
· Routine accounts work.

· Finalization of Accounts for the year
· Verification of purchase bills and periodical payments to the customers. 

· Bookkeeping. 

· Preparation of quotation. 

· Petty Cash dealings.
Public Relation Officer (PRO)
Main Duties & responsibilities:-
· Maintain labor department works
· Maintain Immigration department works
· Provide help to maintain service from municipality and others
· Passport clarification and updating related with employees file
· Updates and monitors employee files.
Education
Academic Records:- 
Bachelor of Commerce [Accounting Main]
University of Calicut, Kerala, India-2000-2004
Technical Profile

· Accounting Software’s

· Tally –Computerised Financial Accounting
· Computer Knowledge:-
· Operating system-windows 95,98,2000,xp,windows7 

· Proficiency with Microsoft Office and keyboards

· Internet Browsing, Email, Outlook Express
Linguistic Abilities
English
( Read, Write & Speak )

Arabic

( Read, Write & Speak )

Malayalam
( Read, Write & Speak )

Hindi

 ( Speak )

Declaration

      I hereby acknowledge that the above given information are true to the best of my knowledge and belief.
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