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CV No: 1224930
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
OBJECTIVES:


Seeking a challenging position in a reputable company or a multinational corporation where I can make use of my educational background, fully apply my skills, improve them and be of a great benefit to that company.

EDUCATION:

•
Graduated in Commerce (B.Com) from    University calicut .


•
Tally ERP-9, Tally 5, Peach tree Expert in MS Office and 



Mocrosoft Certification in Excel

CORE PROFESSIONAL STRENGTHS:

•
Various accounting ways and systems by using ordinary means and computer software including entry recording summarization, retrieval and display of accounting data in their final form .


•
2 and half years experience as a ‘Office Assistant ’, in JRG Securities (Leading Sharebrokers), Changaramkulam, Malappuram Dist., Kerala.


•
Have five months experience as Accountant in Haritha Pharmaceuticals, Varandarappilly, Thrissur Dist.


•
1 and half year experience as Assistant Manager in Muthoot Fincorp in Perumbilavu, Thrissur Dist.


•
Expert in ERP, Tally,  Access, MS-Office and Internet


•
Comfortable to work with any software. 


•
Strong leadership, communication and interpersonal skills


•
Experience in balancing priorities for short-term and long-term goals


•
Able to handle multiple tasks in a challenging and fast-paced environment


•
Enthusiastic, creative and willing to work with increased responsibility


•
Payroll management and preparation of all level

PROFESSIONAL EXPERIENCE:
Office Assistant in Securities, Malappuram Dist., Kerala, India. 

(2 and half years)

•
Talked with Sales representatives on a daily basis concerning issues with customers.


•
Dealing back office 


•
Receive bank statement from bank and verify the bank reconciliation on daily basis 


•
Prepared daily, weekly and monthly reports.


•
Mailed invoices and statements  and followed up with customer plus Created debit / Credit Memo when needed.

ACCOUNTANT:  Haritha Pharmaceuticals, Thrissur  (Five months)

•
Maintain and keep petty cash & prepare petty cash report to management on daily basis  


•
Maintain and keep all bank Cheque, prepare reconciliation such as Bank 


•
Reconciliation of Supplier Statement


•
Pay all payable bills in time


•
Maintain inventory transactions


•
Advising in arranging credit terms with  suppliers and clients


•
Prepare general ledger and book keeping 


•
Maintain and keep petty cash & prepare petty cash report to management on daily basis  


•
Maintain and keep all bank Cheque, prepare reconciliation such as Bank 


•
Assist accountant to prepare final accounts 


•
Prepare and maintain accounts receivable and reconciliation


•
Reporting to Financial Manger


•
Preparation, reviewing and recording of Staff Salaries


•
Preparing of Financial Statements and coordination with auditors in annual audit

Asst. manager in muthoot fincorp, perumbilavu, thrissur Dist.  

(1 and half years)

•
Advising management and financial matters.


•
Communicate with the customers.


•
New marketing ideas share with the staff


•
Meeting with customers


•
Meeting with the staff


Language Skills

•
English


•
Hindi


•
Malayalam (Mothertongue)

Passport Details


Place of Issue
:
Malappuram



Visa Status
:
Visiting Visa


Personal Data


DOB
: 
10/02/1988



Sex 
: 
Male



Nationality
: 
Indian



Marital Status
: 
Single

Declaration


I confirm that the information provided by me is true to the best of my knowledge and belief.

