CV No: 101556
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686                                                                                                                                            

Objective










   
To pursue a career in Accounting, Finance with a Dynamic Organization that provides opportunities for growth and Overall development of my Potentials.

Experiences










     
Accounts Assistant




                        June 2010 - February 2013

Key Result Areas

· Proficient in Handling accounts in Computer using Tally ERP 9.
· Preparing Purchase orders, Purchases, Product List and Quotations.
· Recording Purchase Invoices – Import and Local.
· Preparing Payment Vouchers, Journal Vouchers, Credit and Debit Note Vouchers, Sales Invoices and Receipts Vouchers.
· Responsible in Preparing Cheques and Monitoring Post Dated Cheques.

· Preparation of ageing report in Account Receivables and Account Payables.
· Keeping track on Outstanding Payables and Processing the Invoices for timely accounting and accurate payment as per the availability of Credit terms approved.
· Follow up Collections on Receivables as per the Due Dates.
· Submitting Monthly Sales Repots and All Expense Reports.
· Responsible for Handling Petty Cash.
· Assisting Admin Department in handling of Pending Invoices, Maintaining of Stock Record and issues involved in it.
Accounts Assistant                                                                                                            Feb 08 – Jan 10 

Syndicate Shipwright and Syndicate Marine Pvt. Ltd.

Goa, India

Key Result Areas

· Maintaining daily transactions.
· Preparation of Journal, Cash and Bank Vouchers.

· Calculation of Salaries, Wages and Preparation of Pay Slips
· Preparation of Invoices 

· Calculation of TDS and Preparation of TDS Certificates.
· Calculation of Sales Tax/VAT /Filling of Returns.
· Responsible for TDS, CST, VAT and Return Filling.
· Assist in preparation of Profit and Loss Account and Balance Sheet.
Accounts Trainee

S.G.Hegde and Co. (Chartered Accountant)                                                     Aug 07 – Jan 08

Goa, India

Key Result Areas

· Auditing of Firms, Private Ltd. Co. and Public Ltd, Co.
· Computation of Total Income.
· Computation of VAT and Filling of Quarterly VAT Returns.
· Filling of Income Tax and Sales Tax Returns.
Achievements









   
· Track  record  of  outstanding  performance  in  the  course of  servicing  customer.

· Delivered significant  contribution  to  the  management  by  performing   jobs  as per set policies, surpassing  performance  parameters,  exceeding customer’s expectations, promoting firm’s  services  and  portraying  a  pleasant  disposition  towards  colleagues  as well as customer.

Education










             

     Bachelor of Commerce (Financial Accounting & Taxation)                              2006

     Goa University, India                                                                                      

    Higher Secondary School Certificate                                                                     2003

    Goa Board, India

   Secondary School Certificate                                                                                   2001

    Goa Board, India

     I T Skills










         

· Advance level user of Microsoft, internet and e-mail application.

· Diploma in Financial Accounting & Analysis from Manipal Institute of Computer Education.

· Tally 7.2 Versions. 

Personal Details   










· Date  of  birth            :       21st Feb 1986

· Marital  status           :       Married
· Nationality                 :       Indian

· Religion                       :       Islam
· Language’s known   :        English, Hindi & Urdu 

· Visa Status                  :      Visit Visa
