[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!






[image: image2.jpg]= -
=





CV No: 97626
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
	
	

	Highly talented, skilled & competent Business Development, Accounts / Administration professional with 6 years’ experience in leading construction company and a retail sector in INDIA. Holds excellent work history with strong leadership skills, extensive organizational skills and possess exceptional ability to work effectively under pressure and stress.  Leads by example, motivate the united team and achieve high performance levels. Apply logical approach to problem solving. Possess excellent interpersonal and communication skills with proven abilities in team management and customer relationship management. Exceed performance goals and customer service requirements; manage customer expectations having an exceptional ability to defuse potentially volatile situations.   


Qualification 



	Master Business Administration  Osmania University - India

Master of Commerce  Osmania University – India    

Bachelor of Commerce Osmania University - India
	                                2012
                                2008
                                      2006


Key Competencies



	Preparation of Contractor bills & Land Lord Payment schedules
         Day to day reports submit to Management
	

	Customer Service Relationship 
	

	Preparing daily production reports
	

	Good Presentation Skills

Preparing daily MIS
	


Professional Summary


	Account’s officer and administration

Assistant Accountant


	                                           2011 to 2014
                                           2008 to 2011

	
	

	
	

	
	

	

	Process  - Accounts and administration
· Generate Daily Vouchers & Receipts Verification.

· List companies for retail business.
· Collection executive Reports Verification
· Provide customer service to new and existing customers and advise them about new & other products for cross selling.
· Monthly BRS Reports preparation 
Areas of Expertise - Sales Monitoring and Administration
         •
Cash & General Ledger verification 

•
Daily Vouchers & Receipts Verification

•
Maintaining of Debits & Credits

•
Accounts preparation of Cash flow statement

•
Accurate recording of Payable & Receivable

•
Collection executive Reports Verification

•
Venture wise (Project) site development & contractors bills Verification

•
Roads Permeation & Plots permeation bills Verification

•
Monthly BRS Reports preparation

•
Monthly MIS Reports preparation

•
TDS Deductions & Challanas paid Monthly

•
Quarterly E-TDS Returns preparation 

•
Sales Tax ,VAT , VAT Returns

•
Service Tax , Quarterly Service Tax Returns

•
Preparation of Contractor bills & Land Lord Payment schedules 

•
Branch to Branch reconciliation 

•
Preparation of monthly R & P

•
Day to day reports submit to Management

•
Preparation of Trail Balance, Balance Sheets & Finalization of Accounts with Coordinating with Auditor (Syed & Syed C.A)

•
Co-operate with admin staff, marketing staff & auditors 

•
Preparation of stock reports Collection dues collecting from customers


	

	Rewards & Recognition 

· Awarded the best employee for quarter 2nd in year 2009
· Awarded the best employer for year 2010




Other Skills

	Proficient in using customized accounting packages: 
Adept in MS Office (Word, Excel, Outlook), E-mail & Internet applications
Adept in tally application
Adept in focus, Peachtree and wings 



Personal Details

	DOB 
	22/06/1985

	Marital Status
	Single

	Languages  Known
	English, Urdu  and Hindi

	References
	Available upon request
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