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Gufran
Gufran.164775@2freemail.com 
Career Objective
· To work with the best of my ability in order to contribute my skills to the growth of the Organization.
Summary

· I believe that a person’s hard work and talent are the keys to his success rather than his qualification.  
Educational Qualifications

· Bachelor’s Degree in Commerce (B.Com) – 2010

M.E.S First Grade College (University of Mysore – India)
· Diploma in Basic Computer Course (4 months) – April 2011


Basic Computer Centre (REGD), Mysore – India.

· Accounting Package – December 2010

Tally ERP9 version, Tally Academy, Mysore – India.

Computer Skills
· MS Office 2003 & 2007: Word, Excel, Power Point.
· Outlook and Internet
Employment History
Accounts Assistant
Basavaraj Wodeyar & Co., (Chartered Accountants), Davangere, Karnataka - India
01st July 2010 – 10th January 2013
Nature of Work:

· Bank Audits (Concurrent Audit).

· Preparation of Profit & Loss Accounts.

· Preparation of Balance Sheets of the Clients.
· Preparation of Bank Reconciliation Statements.
· Preparing Invoices and coordinating with Clients for payment follow-ups.

· Updating payments and collection entries on weekly/monthly basis.
· Handling petty cash.
· Receiving the cheques from the clients and updating in the system and informing the clerk to deposit in the bank as per the mentioned dates.

· Arranging meetings with the Clients.

· Maintaining an effective filing system.
· Assisting the Senior Auditor & Manager for preparing reports using MS Office (Excel &Word).

· Preparing Daily, Weekly & Monthly reports of daily activities.

· Receives incoming mails/correspondence and forwarding to the concerned personnel.
Accounts Assistant (Part Time)
Ramesh Gowda MY & Co., (Chartered Accountants), Mysore, Karnataka - India
10th August 2009 – 05th March 2010
Nature of work:

· Bank Audits (Concurrent Audit).

· Preparation of Profit & Loss Accounts.

· Preparation of Balance Sheets of the Clients.
· Preparation of Bank Reconciliation Statements.

· Handling petty cash.
Data Entry Operator (Part-time jobs)

· Comat Technologies (P) Limited, Kuvempunagar, Mysore, Karnataka - India

February 2009 to June 2009
Job Profile:

· Data processing - Scanning & uploading of Voters ID applications & the supporting documents provided with the application in FTP & Share folder.
· Bharti Airtel Limited, Mysore, Karnataka – India
August 2008 to December 2008
Job Profile:

· Data processing - Scanning & uploading of Sim registration applications and cross checking of data as per the supporting documents provided with the application.

Personal Profile
· Gender


:
Male

· Date of Birth


:
16th September 1988
· Marital Status                 
:           Single
· Nationality


:
Indian

· Languages Known

:
English, Hindi, Urdu & Kannada
· Visa Status


:           Visit Visa
