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CV No: 916962
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686


Career Objectives
To Have A Responsible And Challenging Position In Professionally Managed Organization And Looking Forward For An Opportunity Where I Can Utilize My Skills Leading To Increase Responsibilities And Career Advancement.
Educational Qualification
PASSED B.COM FROM B.N.N.COLLEGE IN 1997-98
PASSED H.S.C. FROM B.N.N.COLLEGE IN 1994-95

PASSED S.S.C FROM HOLY MARY CONVENT HIGH SCHOOL IN 1992-93

Professional Qualification
OPERATING SYSTEM DOS, WINDOW 3.X 98, 2000, WINDOW 7, XP, VISTA ETC.

APPLICATIONS            MS OFFICE
DEVELOPMENT TOOLS FOXPRO, ORACLE,SAP 
Skills And Abilities
· 8 YEARS OF WORKING EXPIRENCE IN OMAN

· 5 YEARS OF WORKING EXPIRENCE IN INDIA
· EXCELLENCT INTERPERSONAL COMMUNICATION SKILLS

· HARD WORKING INDEPENDENTLY ON OWN INITIATIVE & UNDER PRESSURE

· KNOWLEDGE OF DOCUMANTATION

JOB PROFILE
March-2009 To June-2012                TRADING EST.( OTE )
                                                                   GROUP
 
                                             ACCOUNTS & ADMINISTRATION EXECUTIVE
                                   Bhawan Group A Trusted & Pioneer Organization, With Branches Across Oman Engaged In Business Of Automobile,Electronic,It,Travel&Tourism,After Sale Service Etc.

· POSTED ACCOUNTANT/ADMINSTRATION EXECUTIVE.

· INDEPENDENT & AUTHORIZED & RESPOSIBLE FOR ACCOUNT’S/ADMINSTRATION
· ADDITIONAL RESPOSIBILITIES OF ADMINSTRATION/AUDITING ASSIGNMENTS.
· SUPRVISING DIVISION UNDER LOCATION AUTOMOBILE, PARTS, SERVICE, ELECTRONICS ETC.

· AUDITING OF VEHICLE STOCKS QUARTERLY BASIS.

· VERIFICATION & SUPERVISING CASH SALES G/L OF UNDER LOCATION.
· VERIFICATION OF CASH & CHEQUE DEPOSIT TRANSCATION IN SAP
· CHEQUE DEPOSIT OF INSTALLMENT & TRADE DEBTORS IN SAP
· CASH HANDLING

· CO-ORDINATING WITH SALES FOR DAY TO DAY CASH (SALES) DEPOSIT

· PREPARING PAYMENT VOUCHERS
· BANK RECONCILATION.
· CASH & CREDIT CUSTOMER RECONCILATION

· MONITROING CASH SALE OF UNDER LOCATION PARTS, SERVICE, ELECTRONICS ETC.

· INTER Co. RECONCILATION

· PASSPORT, VISA RENEWAL OF EMPLOYEE & FAMILY IN CO-ORDINATION WITH HO-HR DEPT.
· PAYROLL, OVERTIME UPDATION, ETC.
· SIGNAGE RENEWAL,PROMOTION,SCHEMES  ETC RENEWAL
· SUPERVISING DOCUMENTATION IN LINE WITH POLICY.
· ENSURE STRICT COMPLIANCE OF ALL INTERNAL POLICIES.
· REPORTING OF ANY DICREPENCY TO MANAGEMENT.
· WORKED UNDER ERP MODULE SAP
Feb-2007 To March-2009                   TRADING EST.( OTE )
                                                           GROUP


                                                                  BRANCH ACCOUNTANT
                               Bhawan Group A Trusted & Pioneer Organization, With Branches Across Oman Engaged In Business Of Automobile,Electronic,It,Travel&Tourism,After Sale Service Etc.
· POSTED AS BRANCH ACCOUNTATNT IN AUTOMOBILE DIVISION.
· INDEPENDENT & AUTHORIZED & RESPOSIBLE FOR BRANCH ACCOUNT’S

· HANDLE MAJOR BRANCHES OF GROUP IN OMAN
· HANDILING CASH
· RESPONSIBLE FOR PAYMENT & RECEIVEBLES DOWNPAYMENT, INSTALLMENT RECEIPT ETC.
· SUPRVISING DIVISION UNDER LOCATION AUTOMOBILE, PARTS, SERVICE, ELECTRONICS ETC.

· LAISIONING WITH BANKS FOR CASH & CREDIT TRANSCATIONS
· CHEQUES HANDLING OF INHOUSE FINANCE & TRADE DEBTORS

· TIMELY DEPOSIT OF CHEQUES

· PDC UPDATION IN SAP

· PREPARING PAYMENT VOUCHERS AND SUBMITION TO CORPORATE OFFICE
· BANK RECONCILATION

· CASH & CREDIT CUSTOMER RECONCILATION
· SUBMITION OF PAYMENT & MISCELLINOUS VOUCHER TO HO
· SUPERVISING DOCUMENTATION IN LINE WITH POLICY
· ENSURE STRICT COMPLIANCE OF ALL INTERNAL POLICIES

· REPORTING OF ANY DICREPENCY TO MANAGEMENT
· TRAINED LOCALS FOR FUTURE ACHEIVEMENTS

· WORKING UNDER SAP ENVIROMENT

DEC2004 TO DEC 2006       BUSHRA AL KHAIR LLC – OMAN
          ACCOUNTANT CUM WAREHOUSE INCHARGE
Bushral Al Khair Engage In Business Of Readymade Garment,Perfumes,Novelties, Households Etc. Having Outlets across Oman
· HANDLING PETTY CASH.
· INTERACTING WITH LOCAL BUYERS & SUPPLIERS FOR SALE/PURCHASE.
· MARKET ANALIZSES FOR PROMOTION & PERIODICAL SCHEMES.

· CONSULTING LOCAL BUYER FOR SALE & QUATATION.
· VERIFICATION & AUDITING OF PRODUCTS, FOR QUALITY/QUANTITY & DAMAGE REPORTING.

· MAINTAINING SALE REGISTER.
· VERIFICATION & SUPERVISING PURCHASE REGISTER.
· INTERACTING WITH SUPPLIER FOR GOODS.
· SUPERVISING SUPPLY CHAIN OF GOODS INFLOW & OUTFLOW.

· DEALING& CO-ORDINATING WITH LOGISTIC DIVISION FOR MOVEMENT OF GOODS.

· MAINTAINING OF BOOKS SALES, PURCHASE& CASH & BANK BOOK.
· BANK RECONCILATION.

· PAYROLL, SALARY PROCESSING.
· RESPOSIBLE FOR IN FLOW & OUT FLOW OF CASH & CHEQUES WITHIN ORGANIZATION.
· WELL VERSED WITH COMPUTERIZED ACCOUNTS ( ORACLE )

AUG.2001 TO DEC.2004                      M.H.TEXTILES-INDIA
                                          STORE IN CHARGE CUM ACCOUNTANT
Manufacture of Raw Textile for Local Market.
· TOTAL RESPONSIBILITIES OF STORES.
· VERIFICATION OF MATERIAL RECEIVED FOR QUALITY,QUANTITY& DAMAGE ETC.

· SUPERVISING SUPPLY CHAIN OF GOODS INFLOW & OUTFLOW.

· DEALING& CO-ORDINATING WITH LOGISTIC DIVISION FOR MOVEMENT OF GOODS.

· RESPOSIBLE FOR LOGITICS DIVISION.

· SUPERVISION & UPDATING OF STOCK REGISTER.
· ODERING MATERIAL.
· LAISIONING WITH SUPPLIER & CUSTOMER.
· RESPOSIBLE FOR SALE.
· MAITAINING CASH SALE & PURCHASE REGISTER.
· PREPAIRING INVOICES/DELIVARY ORDERS.
JAN.1999 TO AUG.2001        SHAIMAN MOTORS
 


               SALES EXECUTIVE

Engaged In Business Of New & Used Automobile In Competitive Environments.
· RESPONSIBLE FOR SALE & SERVICE.
· MAINTIANING GOOD PUBLIC RELATION.
· RESPONSIBLE FOR ALL DOCUMENTATION RELATED SALES & SERVICE.
· ACHIEVING SALES TARGET IN COMPETATIVE ENVIROMENT.
PERSONAL DETAILS
DATE OF BIRTH:        
15 May 1975
MARITAL STATUS:    
MARRIED

DRIVING LICENSE:    
              VALID OMAN AND INDIAN DRIVING LICENSES
    HOBBIES:                    
CRICKET, READING, TRAVELLING
    LANGUAGES:   

ENGLISH, ARABIC, HINDI, URDU, MARATHI

VISA STATUS:

VISIT- 
CURRENT LOCATION:           SHARJHA
SALARY :                                  As per Company Standard.
