CV No: 1087758
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Visa status : Visit
Objectives : To work with devotion in a reputed organization and render my service to meet the aim, that the company expect from me as a employee and I would like to work in the organization that will give a platform to utilise my skills, intend to build a carrier and explore myself full and realize m potential, as well as grow with  the organisation.
EDUCATIONAL QUALIFICATION:
B.Sc Mathematics.  





Manonmaniam Sundaranar University 

OVERALL EXPERIENCES
      :
15 Years
Working Experience: 



JOB EXPERIENCE

Worked as a Senior Customer Service Associate :   6 Years and 7 months

DURATION 



:
20 March 2007 TO 23 October 2013 

NAME OF THE COMPANY
:
Leading Company
JOB PROFILE:
Worked as a Accountant cum Senior Customer Service Associate with Leading Company, a leading Business process outsourcing company in India. 

· Handled all payment processing 

· Assist in the monthly closing and year-end closing with the rest of the finance dept.  
· Assist in the preparation audit schedules and work closely with the auditors to ensure the completion of a timely audit.

· Interact with Senior Management while required and assist on special projects.

· Prepare the bank deposits.

· Maintain filing system for related documents and prepared and follow up on Bank’s cheque withdraws.

· Document financial transactions by entering account information.

· Reconcile financial discrepancies by collecting and analyzing account information.
· Prepare payments by verifying documentation, and requesting disbursements.

· Also addressing customer's enquries  by handling their emails on software platform SAP, Siebel, Agent Work Bench (AWB) and KANA.

· The job involves providing customer service and technical website support to customers who belong to British Gas in United Kingdom. 

· Receiving subscriber queries and complaints and ensuring speedy resolution within the target TAT using Respective departments and monitoring of  status till resolution.
· Meeting the SLA set by the Management and special task and coordinating in our team.

· Handling customer requests such as address change, issuing bills, profile updating and resolution of customer enquires .
Worked as  a Accountant: from Sept 2001 To March 2007

COMMUNITY DEVELOPMENT CENTRE, MALAD
Roles and Responsibilities
· Prepared Books of Accounts and assisting the Internal audits

· Involved in Filing forms and returns relating to ‘The Companies Act’ in the office of the ‘Registrar of Companies’ and Societies Act

· Preparation details for income tax, Filling VAT, Service Tax, TDS returns and Assessments.

· Preparing ‘Project Reports’ to the Management team.
Bank & Accounts Reconciliation, petty cash maintaining and coordinating with management team for the special task.
Worked as Account Assistant: from Sept 1998 To June 2001

BEEVEE ENTERPRISES, ANDHERI

Roles and Responsibilities

· Maintaining accounts in Tally

· Official Correspondence

· Maintaining Vouchers books and preparing back challens

· Preparation of bank and Accounts recondition. 

· Preparation details for income tax, Filling VAT, Service Tax, TDS returns and Assessments.

STRENGTH 

Willingness to learn and grasp new assignments and quest for gaining all ability to execute the above mentioned responsibilities smoothly and efficiently.

Personal Details
Date of Birth



:
31.05.1976

Gender



 : 
Male
Marital Status


 : 
Married
Nationality 



: 
Indian

Languages Known


:
English, Hindi, Tamil & Malayalam

Additional Qualification:

· Diploma in Computer Application – BITS Information Technology, Nagercoil, Tamil Nadu

· Certificate course in Database Technology –CMC Limited, Malad (W), Mumbai, Maharashtra 
· Typewriting (Junior Grade) – English 

Computer Skills:

Good working knowledge in accounting package like TALLY, EXCEL and specialized packages.

Trainings Undertaken:

· Undergone Training for Professional Accountant training Programme conducted by Bombay Chartered Accountant’s Society with HR College of Commerce and Economics

· Undergone Training for Siebel and SAP at WNS, Mumbai

· Undergone Training in Safety Measure of ISO at WNS Mumbai

Accomplishments:

· Received Appreciation for Flexible Working Hours in WNS

· Received Spot award for Honouring Commitment Award from WNS and VIP Award by Clients.

I hereby declare that the above particulars are true to the best of my knowledge and belief. 
