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CV No: 1033182
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
___________________________________________________
​​​​
Career Objective :
To pursue a challenging career and be part of progressive organization that 
Gives scope to enhance my knowledge, skills and reach the pinnacle in this 
with sheer determination, dedication and hard work.

AcadamicQualification:
Master of Business Administration inFinancial& Marketing Management
Andhra University-






June 2009 
Graduation in Bachelor of Arts 
Andhra University-





July 2007
Accounting Packages:
SAP-(FI/CO), Tally. ERP 9, MS-Office- Excel Sheets
Work Experience:
· Back Office Associatewith FINANCE LIMITEDfrom 01/07/2010
to 20/07/2011 at Hyderabad

· Accountants  Assistant  with ELBS PHARMA  P.V.T L.T.D from 14/09/2011 to 
22/02/2013 at Hyderabad
Job Profile
· Book Keeping of all the day to day transactions of cash and bank receipts and 

Payments

· Updating day to day activities of sales & Purchase invoices
· Preparation of Bank Reconciliation Statement on monthly basis

· Dealing with debtors and creditors receivables and payables
· Preparation of Petty cash and re-disbursed to official

· Coordinate with location team and verification the vouchers

· Preparation of MIS Reports

· Payment of electricity bill and telephone

· Branch Employees attendance maintenance

· Employees tour advances and reimbursement accounting and settlements

· General office administration

· Follow up the expenses

· Preparation and follow-up correspondence between departments

· Maintenance of necessary ledger books manually
· Have good knowledge in using MS office and Tally 
Personal Portfolio :
Date of Birth: 23.02.1984
Languages   : English, Hindi and Telugu

Address:On Visit Visa to Dubai

Reference  : References  can be provided on request
