CV No: 1086564
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Date of Birth
: 19-12-1986

Nationality
: INDIAN

Visa Status
: Visit 


PROFILE

Energetic, accomplished professional with over 4 years of administrative and accounting experience.  Familiar with bookkeeping, office management and strong organization techniques, and excellent written/oral communication skills and a team player who is attentive to detail and able to work in a fast paced environment and able to develop and maintain filing systems. Outstanding analytical skills with detail oriented, multi-tasking capabilities with effective time management techniques. Enjoys learning new programs and processes.

Executive Competencies 

	· Team Building & Leadership
	· Professional Telephone Demeanor

	· Maintaining Files

	· Office Procedures & Practice 

	· Confidence Builder
	· Brilliant Time Management

	· Planning & Organizine
	




EDUCATION AND QUALIFICATIONS

2008 - 2009





Bachelor of Commerce in Cost Accounting and Management Accounting
2004 - 2005






Higher Secondary in Commerce

OTHER QUALIFICATIONS

 2009 

 
International Federation of Freight Forwarders Associations 

FIATA Cargo - World  Geography,  Use  of  OAG  Guide,  Handling  Facilities   Aircrafts,     Air   Cargo   Acceptance,  Cargo  Booking Procedures, Air Cargo Rates and Charges, Filling  the Air waybills
2009


Tally - 9 ERP at National Institute of Computer Education
2007 


Microsoft Office at National Institute of Information Technology 





Basics in Ms Word, Ms Access, Ms Excel, Power Point


PROFESSIONAL EXPERIENCE 

 






Jan 2012 – July 2013 

 Administrative & Accounts Assistant 
· Provide administrative and accounting support to the Managing Head in ensuring smooth operations of the Management Office. 

· Acquired and undertook increasing responsibility in a variety of administrative areas, including reception, bookkeeping, purchasing and accounts payable. 

· Providing support for HR department in issuing documents to employees like salary certificates, experience certificates and salary slips.

· Maintenance of Books of Accounts, Cash & Bank transactions, Bank Reconciliation Statement, Preparation of Monthly Accounts Report, Preparation of Receipts & Payments A/c

· Preparing vouchers, posting vouchers into relevant books of accounts, and producing reports and data as required to the management and also maintaining petty cash

· Interaction with Internal Auditors.

· Preparing Rent Agreements and coordinating with the Landlords

· Responsible in handling stores & maintaining stores records and processing monthly inventory valuation.











Jan 2011 – July 2011
Accounts Assistant

· Review the accounting reports (accounts receivable / accounts payable / petty cash book) for accuracy and completeness 

· Preparation of monthly Bank / Cash Statements and reconciliation

· Preparing invoices and Debtors collection monitoring and interaction with banks. 











July 2010 – Dec 2010
Cargo Handler

· Booking of cargo
· Handling petty cash











June 2009 – June 2010
Accounts Assistant

· Maintain petty cash book and authorize payments done by cash by making entries under appropriate account head of the book. 

· Receive sales and purchase invoices by recording the corresponding entries and also performed general ledger entries.

· Reconciliation and Monitoring of Debtors & Creditors ledger and preparing invoice for debtors 

· Assisted accounting team with bookkeeping. Reviewed statements.  

· Prepare and maintain various supporting documents like bills, receipts, vouchers, invoices, purchase orders and employee attendance records 


PERSONAL DETAILS 

Language Skills


: English (can read, write and speak)

IT 



: Proficient in Internet use and office applications

: Familiar with accounting package ERP tally 9

ADDITIONAL

During Spare time

: Listening to music, Watching Sports.
References Available on request 



