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CV No: 870906
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
CAREER OBJECTIVE

Seeking a challenging career with a distinctive organization, having an operation that provides a motivating work environment, as well as opportunity for career advancement in order to increase, enhance, broaden and properly utilize my qualifications as well as my experience.

PROFESSIONAL OPERATING PLAN

Areas of interest are Office administration/Accounts/Finance/Banking. Equipped with required sound fundamentals . I bring with myself, not only the professional skills but also an entrepreneur-oriented mind.
ABOUT MY SELF

· A B Com graduate with excellent professional experience in Accounts & Admin.
· Handling all the aspects of accounts, providing instructions and solutions to the management for a smooth handling of the objectives and mission of the Firm. 
· Pro-active thinker and foresight to handle eventualities in team.

· Acknowledged customer relationship skills, Inter-Personal skills and Team building capabilities.

· Ability to motivate and inspire by leadership through dedication, commitment and Innovation.
PROFESSIONAL EXPERIENCE

1. COMPANY: ERNAKULAM, KERALA, INDIA (0484-2384684)

Accounts Contractors
DESIGNATION:  Accountant.
PERIOD: August 2009 – October 2011.
JOB PROFILE: 
· Preparation & Maintenance of accounts both in manual and computer.

· Preparation of Final accounts such Balance Sheet, Detailed General Ledgers, Trial Balance.
· Compiling & sorting all field documents supporting & sustaining documents each transaction.
· Handling and maintaining accounts upto finalization

· All kinds of bank transaction

· Maintaining payroll

2. COMPANY: FLOOROCON FLOORING TILES, CALICUT, KERALA, INDIA

Manufactures of Anti-skid flooring tiles, paving blocks.
DESIGNATION: Accountant cum Asst. Office Administrator.
PERIOD: november 2011-april 2012
JOB PROFILE: The basic responsibilities are described here as follows... 
· Controlling all inventories

· Handling all purchases of raw materials.
· Maintaining cash and Bank balances of the branch.
· Reconcile bank statements.
· Preparation of Final Accounts [Trial Balance, Balance Sheet…etc].
· Generated Reports on Accounts Payable, Receivable reports in each month.

· Preparing Pay roll.
· Maintain day today account / Report to the management at regular entry values.
· Maintain day today account / Report to the management at regular entry values.
· Follow-ups with the debits.
· Maintaining proper voucher entry on day today transactions.
·   Preparation of letters, mails & other correspondence

·   Ensure the safeguarding of all municipal funds 

·   Issue, code and authorize purchase orders 

·   Reconcile the accounts payable 

·   Reconcile the accounts receivable 

·   Reconcile weekly deposits 

·   Manage distribution of utilities bills and collections of accounts
· Petty cash management.

WHAT MY EMPLOYERS CAN EXPECT FROM ME

A person who has …

· An ability to understand new ideas and technical concepts quickly and convert them into meaningful results.
· An ability to utilize time and resources efficiently. 

· Dynamic team player.
· Sense of responsibility.
· Highly inquisitive.
· Creative and resourceful.
· Excellent skills in communication and collaboration.

ACCADEMIC QUALIFICATION

Bachelor of Commerce, University of periyar, India.
Higher secondary kerala educational board, India.
S.S.L.C. Kerala Educational board.
PROFESSIONAL QUALIFICATION

Professional Accountant [Trained in Manual & Computerized Accounting with the aspects of Sales Tax, Income Tax & VAT]

Institute Of Professional Accountant, Calicut, Kerala, India
COMPUTER QUALIFICATION

Accounting soft wares   :  Tally7.2,9&ERP.9, Peach Tree, Quick Books.
Operating systems
:  Windows 95/98/2000/xp
Office Tools    
            :  MS Word, Excel and Power Point.
LANGUAGES KNOWS
	
	
	Speak
	Read
	Write

	English
	:
	Excellent
	Excellent
	Excellent

	Arabic
	:
	Moderate
	Excellent
	Excellent

	Hindi
	:
	Moderate
	Excellent
	Excellent

	Malayalam   
	:
	Excellent
	Excellent
	Excellent

	Tamil
	:
	Moderate
	Nil
	Nil

	
	
	
	
	


 PERSONAL DETAILS

Date of birth
:
25-05-1991
Citizen
:
Indian.
Marital status
:
single
Visa status
:
Visit visa.
DECLARATION

I hereby declare that the information given here in is true, accurate and to best of my knowledge and belief.   

