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CURRICULAM VITAE

OBJECTIVE:

         Seeking a challenging position in organization where I can improve my skills and apply my knowledge for development of organization and at the same time provide me a scope to establish a source career path.
ACADEMIC QUALIFICATIONS:
Course             Institute/University                       Specialisation              Year of passing    
M.B.A             Vivekananda P.G College/                  Finance                         2008-2010              
                        Osmania University.Hyderabad

B.Com
             Gnanodaya Degree College/              Computers                    2005-2008
 

             Kakatiya University, Warangal


Intermediate      Narendra Jr. College/                        CEC                             2003-2005               
                          Board of Intermediate 

Matriculation    Srinivasa Vidhyalayam                     SSC                             2002- 2003 
WORK EXPERIANCE:

· I have worked with PAN EMIRATES FURNITURE W.L.L as an Accounts cum Admin Executive in Qatar from 28th October 2012 TO 23rd November, 2014.
     JOB RESPONSIBILITY:
· Maintain cash book, purchase book ,sales & expense book
· Report to Senior Accountant

· Help to payroll dept in giving accurate attendance of staff

· Bank related works (cash & cheques deposit and cash withdrawals)
· Prepare the quotations if customers asked the price details

· Prepare of invoices based on sales 

· Filling all documents (Invoices, receipts, expenses & customers complaints records)
· Liaising with customers at the showroom

· Solve the customers queries at the front office 

· Check the stock when it comes in to ware house and 

      Goes out from ware house to showroom 
· Do the sales when the season is there and management is required

· Customer details entering in ERP system 
· Inbound and Outbound for  stock updating by using WMS (Warehouse Management System)
Worked as an Accounts Executive with SEW infrastructure ltd Hyderabad from10th December 2010 to 10th January.2012 
JOB RESPONSIBILITY:

· Preparation of Daily Expenditure Vouchers 
· Managed accounts payable and receivable
· Preparation of Bank Reconciliation Statements
· Maintain Cash Book, Bank Book, and Journal Book.
· Make report to the top management and update work procedure.

· Posting of all vouchers in Tally
TECHNICAL PROFICIENCY:

· Operating Systems     : Windows XP,7 and 8
      Packages                     : MS-Office (Excel. Word, PowerPoint) Internet, Tally 9.0 

KEY SKILLS AND COMPETENCIES 

· Strong IT, database and communication skills.
· Excellent interpersonal skills and a professional telephone manner.

· Utilizing a range of office software, including email, spreadsheets and databases.
· Ability to evaluate, prioritize, organize and delegate work schedules. 

· Assisting departments with queries on documentation requirements & submissions.
PERSONAL STRENGTHS:

· Persuasive & Expressive.

· Hardworking, Determined & Committed.

· Endurance to work
PERSONAL INFORMATION:

Date of Birth       
   : 10th Jun 1987.
Sex 


   : Male.
Marital Status                 : Married
Languages Known         : English, Hindi,Telugu and Little Bit Arabic.
Strengths 
   :  Confident, Hardworking, Patience, Responsible and Interactive.
Visa Status                     : Visit Visa
DECLARATION:

I am confident of my ability to work in a team. I hereby declare that the information furnished above is true to the best of my knowledge.
Place: UAE
Date:                                                                           
