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Professional Objective:
Looking forward to be a part of organization where there is a scope for development and growth both in personal and professional area and recognition for hard work and chance for improving my skills and abilities, which in turn will benefit both my carrier and organization.
Summary:
Have more than 3 years experience in working as Accounts Assistant to small scale industries  multinational companies in India. &   Have more than 6.5 years’ experience in working as an Accountant in Dubai.

Experience:
(1)
Turn Of Service.
: Sept-2008 to Till Date.


Designation.       
: ACCOUNTS EXICUTIVE 
Job Responsibilities:

· Preparing Financial Statement as Project Wise.     

· Entering all types of accounting entries in excel & Tally.
· Monthly bank re-conciliation and Monthly Salary Procedures for Site Workers.
· Preparing Receipts & Payment Vouchers LPO’s, Quotations, Letters, etc to suppliers.

· Preparing and Keeping all types of Real Estate Documents.

· Handling Fax, e-mail, & Filing, etc.
(2)
Turn Of Service. 
: Nov-2006 to Sept – 2008.

Organization.     
: M/s Gitanjali Ventures DMCC, Deira, Dubai.

Designation.         
: ACCOUNTS ASSISTANT

Job Responsibilities:
· Preparing import & export documents 
· Entering all types of accounting entries in tally & excel

· Daily bank re-conciliation in tally

· Preparing letters to supplier, customers, and also interoffice memos.

· Helping of auditors for finalization of Accounts & Stock taking of Jewelries.
(3)
Turn Of Service.  
: Dec -2004 to Nov-2006.

Organization.       
: M/s D’damas Jewellery India Pvt. Ltd, Mumbai – India. 

Designation.         
: ACCOUNTS ASSISTANT

Job Responsibilities:
· Contacting & co-ordination of debtors & creditors and reporting to sales & purchase dept. respectively.

· Entering all types of accounting entries in tally & excel and Daily bank re-conciliation in tally.
· Coordinating of senior staff for preparing MIS report and Helping of auditors for finalization & stock taking

(4)
Turn Of Service.   
: July -2003 to Dec-2004.

Organization.        
: M/s Impakt Packaging, Nashik Road, Maharshtra, India. 

Designation.          
: ACCOUNTS ASSISTANT

Job Responsibilities:
· Preparation of sales invoices, purchase invoices, bank books, cash books, etc.

· Preparation of all types of accounting registers.
· Daily updating bank re-conciliation.

· Weekly checking of physical stock such as raw material & finished goods 
Educational Qualification:
	EXAM PASSED
	AUTHORITY /UNIVERSITY
	YEAR OF PASSING
	% SCORED

	B- Com
	Calicut University, Kerala
	2003
	49%

	P D C
	Calicut University, Kerala
	1999
	44%

	S.S.L.C
	Board of Kerala
	1996
	49%


Computer Skills:
	PGDCA –

Six Months
	SIT COMPUTER CENTRE PURUSAWAKKAM 

CHENNAI
	A+ GRADE


Attributes:

· Capable and career oriented 

· Individual with a creative ability and analytic skill necessary for optimum productivity and performance.
· Very hardworking, adaptable and self motivated with ability of working independently and as a team player offering great potential for professional growth and achievements through determination and dedication to reach corporate levels.

· Posses a pleasing personality and can get along with my superiors and subordinates in an able manner.

· Have a potential in handling my job with great confidence.


Personal Profile:

Date of Birth


: 
20-04-1981
Marital Status


: 
Married
Gender       


: 
Male

Languages Known

: 
English, Hindi Tamil and Malayalam

UAE Driving License               :          Applied Now
Visa Status


:
Residence Visa (NOC Available)
