Curriculum Viate

Manoj 

Mobile No. C/o 0505891826
E-mail Address – manoj.157560@2freemail.com 
	


Objective:- 
Looking for challenging position in a reputed organization. Where I can utilize my academic capabilities skill, knowledge and work experience. For the interest of company which in return would be benefit to build prospective career.
Profile:-

1 Positive attitude.

2 Have sense of ethics.

3 Sincere hardworking, faithful & dedicated.

4 Willingness to take added responsibility.

5 Focused, innovative, flexible and persuasive personality with ability to learn and adopt new things.

6 Ability to work under esteem organization.

Work experience:-
Firm     Institute of computer accountant. Certified by ISO 9000

        Duration:   Dec 2004 to Nov. 2005

        Position:    Computer faculty
Firm     T.CHOITH RAM & SONS
        Duration:     
May 2006 to July 2008

        Position:
      Account Executive  
Job profile:

1. Maintenance of petty cash.
2.    Prepare purchase order.
3.    Prepare L.P.A. (Local purchase advice).
4. Checking supplier statement according to L.P.A...
5. Prepare daily cash purchase statement.
6. Prepare debit note and credit note.
7. Handling import documents.

Firm:

      JINJI MES GULF GENERAL TRADING LLC.  (Korea based).

Duration          July 2008 to Oct 2010
Position          Accountant/ Sales Assist. Manager.

Job profile :
1 Handling of day to day accounts with the help of computerized accounting.

2 Preparation of monthly statements.

3 Managing of all receivable and payment voucher.

4 Handling of  petty cash and maintaining expenses list in excel statement 

5 Prepare the statement of accounts.
Sales Asst.

1. Manage the inventory control.

2. Give the release to according to the customer requirement.

3. Check the container status and instruct to repair accordingly.

4. Find the appropriate customer for sale the container.

5. Make the monthly sales and purchase report. And report to top level Management.

Firm:  ACTCO GULF FREIGHT (Shipping and logistics)

Duration:   Nov 2010 to till date 

Position:  Operation in charges/ Marketing executive.
Job Profile:-
1. RATE QUERY & quote to Customer /Agent & NOMINATION Shipment.
2. Make the E-token ,Pass export declaration by using Dubai trade system
3. Arrange to collect Mb/l & release the Hb/l to Customer.
4. Arrange Delivery Orders from Shipping Lines/ Forwarders and release the D.O / NOC to Customer, Make sure all information to Customer.
5. Tracking of Nomination shipment & update to Overseas and Customers
6.  Responsible for coordinating all the operational activities with shipping lines,
 Transporters.
7. Coordinated all supply and purchase issue and the transport and Empty container dealing.
Academics qualification
    1.     B.A (Bachelor of Arts) from Maharishi Dayanand  

     Sarswati University, (India, Rajasthan Ajmer)

    2.     Senior Secondary School, (India, Rajasthan Ajmer)

            10+2 Commerce (Accountancy)
Computer Skills :
1 P.G.D.C.A ( Post Graduate Diploma in computer application)

2 O level diploma from DOACC Delhi.

3 Database management – SQL SERVER 2000, ORCALE 9I

4 Accounting software package- Tally 7.2, ERP.

Personal Information
  Date of Birth       5th Sept.1982.

  Place            Kekri (Rajasthan, India)
   
    Sex              Male

  Marital status      Married
  Nationality        Indian                 
I declare that all the information stated above is true to the best of my knowledge 

Regards,

MANOJ 
