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 CAREER OBJECTIVE:
To achieve a challenging position in the organization where I can use my knowledge, ace skills and talented abilities to promote company as much I can with my dedication and hard work for achieving a grand success for the company and me.

SUMMARY OF QUALIFICATION: 

· Remain calm and professional throughout critical incidents.

· Relate well to people from a variety of cultures.

· Resourceful problem solver capable of implementing solutions to complex problems.

· Excellent attendance record. 
· Willingness to take on added responsibility, Dedicated and Hardworking.
· Self motivated with a tactical and strategic mindset and ability to work independently.

· A decent, God-fearing, honest, responsible and trustworthy man.

WORK EXPERIENCE: 
Leading Company.
May 2011 – Present

ACCOUNTS ASSISTANT
Job Description:
· Updating of day to day transactions in MS Excel and Tally.

· Dealing with customers for recovery of payments

· Collection of cheques from clients and updating the same.

· Dealing with invoicing team for resolution of any issues

· Book keeping, Journal, Ledger & Trial Balance, Balance sheet 

· Analysis of Financial statements of the clients and drawing the conclusions.

· Filing and Booking Invoices.

· Review the credit limit given to the customer on a regular basis.
SPECIAL SKILL:

· Proficient in Tally, Microsoft Office' (Word, Excel and PowerPoint)

· Basic Secretarial and Administrative Services 

· Can operate  Typewriter, Photocopier, Printer, Telephone

· Excellent interpersonal, communication and customer service skills

EDUCATIONAL BACKGROUND
Osmania University Hyderabad, India.

Bachelor of commerce (Honours) in Accounts and finance
March 28 2011 (Year Graduated)

SEMINARS ATTENDED
ALA LEATHERS PVT LTD                                                                                                                                                                                            Learning Program– Level 2                                                                                                                                                November 28, 2011
ALA LEATHERS PVT LTD                                                                                                                                                                                            
Learning Program– Level 1                                                                                                                                               may 28, 2011

PERSONAL  DATA
Date of Birth

:
November 07, 1988
Gender


:
Male
Citizenship

:
Indian
Height


:
174 Cm

Weight


:
75 Kg

Marital Status

:
Single

Language Spoken
:
 English, Urdu, Hindi, Basic Arabic

Visa


:
visit
I hereby certify that all above information are true to the best of my knowledge.

