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OBJECTIVE

I am looking for a career, which gives me an opportunity to cultivate more skills and diverse experience and make me grow along with my company.

QUALIFICATIONS

· Graduation - Bachelor of Commerce from Calicut University, Kerala,India.
· Basic Microsoft Office applications

· Tally Accounting Package

· Microsoft Dynamic Great Plane Accounting Software.

· Typewriting – English

PROFESSIONAL EXPERIENCE
Dubai. From August 2011.
Working as an Accountant since August 2011.
· Working with Microsoft Dynamic Great Plane Programme.

· Day to day Accounting work such as making entries of all  Accounts transactions in the programme. Collection of payments, preparing Reciept & Payment vouchers, Sending day’s collection To Our  H.O. Handling Petty Cash Expenses.
· Preparing Customers &  Suppliers outstanding statements.

· Preparing Cost Analysis, Material Inward & Sales Invoice.

· Maintaining Inward & Outward of Stocks in the programme.
· Ledger reconciliation.

· Bank Reconciliation.

· Clearing the queries of customers accounts.
· Other Purchase & Sales related works as per the instructions of Company Head.

First Maritime P.Ltd., Mumbai.  

June’10 – July’11.
· Reconciling Bank statements in Tally 9.

· Updating Sales & Purchase entries in Tally 9

· Updating Receipt & Payment entries in Tally 9.

· Preparing Debit / Credit Notes

· Preparing TDS  details

· TDS quarterly return.

· Preparation of Salary & Wages Register.

· Looking after receipts and payments of parties.

· Handling  petty cash.

· Other general works as per superiors instructions.
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M/s. Mega Engg Pvt Ltd.,Mumbai.
June’09 to May 10
· Reconciling Bank statements in Tally 9.
· Updating Sales & Purchase entries in Tally 9
· Updating Receipt & Payment entries in Tally 9.
· Preparing Debit / Credit Notes

· Preparing TDS & VAT details

· TDS & VAT quarterly return.

· ‘C’ form application & follow up.

· Preparation of Salary & Wages Register.

· Looking after receipts and payments of parties.
· Handling  petty cash.

· Other general works as per superiors instructions
M/s.Cottage Industries Exposition Ltd., Mumbai.
April’07 to May’09
Looking after accounts of  Showroom:

· Maintaining Day Book

· Journal entries

· Bank Reconciliation

· Credit Card reconciliation

· Ledger Reconciliation

· Preparing TDS & Vat statements

· Looking after payments of parties.

· Following up with parties for ‘C’ Forms

· Self Correspondence.
M/s Standard Alkali, Mumbai: Assistant in Accounts Dept.
November 93 to March 07

· Preparing outstanding statements.

· Following up with the customers for payments and reporting to Sales Officer & Manager

· Reconciling parties accounts

· Data Entry

· Sending quotation to parties, keeping tract of purchase order

· Preparing pricing contract, debit & credit notes.

· Self Correspondence

PERSONAL PROFILES
Nationality


:
Indian

Marital Status


:
Married

Date of Birth


:
12th May 1969
Languages Known

:
English, Hindi, & Malayalam

UAE Car Driving Licence
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