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CV No: 1092960
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
	Young and motivated Accounts and Sales Professional with 2 years experience in Sales and Accounts Department in the leading company.  Recognized as a dedicated performer consistently achieving and overshooting performance levels.





O
Company Name: Leading Company, Calicut, India
Position:  Sales Co-Ordinator 



Period : 01-08-2012 to 30-09-2013
Leading Maruti Suzuki dealer in the country with sales and service centre in many parts the state.
· Providing administrative support to Office Sales People.
· Maintaining the Sales Orders from fleet owners.
· Compiling feedback from all the Sale team and sending to the Sales Management.
· Gathering of information, Tracking and follow up of enquiries of the cars.
· Handling after sales service calls.

· Researching/Collecting/Compiling market data required for business purposes.
· Maintaining Enquiry registers, records & preparing spreadsheet reports.

Company Name: Malabar Catering Services, Calicut, India

Position:  Accounts Assistant 



Period : 01-06-2011 to 31-07-2012
Producing, supplying and serving food is the job and this is done typically at events and functions like parties, weddings, receptions or formal dinners. Many businesses and families utilise the service at their events.
· Cash collection and deposit in the bank

· Daily sales reports & supports receipts
· Petty cash expense receipt, checking and organizing reimbursement.
· Payment voucher and cheque preparation for all inventory suppliers, co-ordination with purchase on documentations.
· Other payments including rent, utilities & other standard payments as per credit terms.
·  Monthly payroll working preparation from collecting all staff attendance records till working sheet, 
·  Liaison and follow up with other departments and external agencies.   Maintenance of asset register & updating.
· Assist Senior Accountant in accounting and year end finalization and audit 
·  Other duties assigned from time to time based on requirement by the seniors.


· Bachelor of Commerce (Completed)
· Plus Two 
· SSLC

Computer Knowledge
· Windows 
· Outlook, Excel, Word and PowerPoint, Email & Internet
· Tally ERP, Peachtree and DacEasy Accounting 
Languages:  English, Hindi & Malayalam



· Organization and business.
· Projection, Budgeting and Cost estimation.
· Stress management and meeting deadlines.
· Being hospitable and friendly.
· Staff mentoring and accounting.
· Conflict resolution and supervision.
· Administration and information technology.
· Communication and stock taking.

· On visit visa 

· Available immediately.
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