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JOB SEEK: SEEKING FOR A SUITABLE POSITION IN THE FIELD OF ACCOUNTS, ADMINISTRATION.


 To pursue a professional career in an organization where I can constantly grow within the company, acquire specific skills at each level and give my best efforts to work for overall stability and prosperity of the company.    
Young, Dynamic, Self-Motivated, Master of Business Administration (M.B.A) with 2 years of Accounting Experience from K.S.A (Jeddah). I do the Job with great sense of responsibility & always expect to make a positive contribution & prove myself as an Asset to the Organization which employs me.


 LEMONDE HOTELS RESERVATION NETWORK. (K.S.A.)

 From: - July-2011 to Aug-2013
 Designation: - Jr. Accountant.

· Master of Business Administration (M.B.A) specialized in Finance as major and marketing as minor from Osmania University in 2010.
· Bachelor of Commerce (B.COM) from Kakatiya University in 2008.
· Intermediate Education (C.E.C.) from Arts Junior college in 2005.
· Board of Secondary Education (S S C) from S.K. public high School in 2003.

      Jr. Accountant  

     Lemonde Hotels Reservation Network. Saudi Arabia, Jeddah. 
     From: - Jul-2011 to Aug-2013.       
· Co Ordinate with Customers for Collections.
· Preparing individual customer outstanding statements every month and forwarding to 

           their accounts department

· Review and analysis of ageing of debtors.
· Depositing cash and cheques received from customers in to bank by preparing cash deposit Forms and cheque deposit forms.

· Co Ordinate with Suppliers for Payments.

· Reconciling outstanding statements received from supplier month wise.
· Giving information to Finance Manager about each individual supplier payment as per their given due date and priority wise.

·  Posting of journal entries like Purchase entries, Sales entries, Payment entries, Receipt 
      entries, debit note entries, credit note entries etc.

· Verification of all bills of purchases and others expenditure vouchers.

· Checking Periodic Statements From the bank.

·  Preparing Bank Reconciliation Statements – Monthly & Quarterly.
· Preparation of Monthly Staff Salaries.

· Preparing salary cheques and withdrawing cash from bank.

· Making salary payments to staff.

· Monitored daily cash position.

· Maintained petty cash fund.
· Assist with preparation of monthly & Quarterly financial reports.

· Filing all documents and vouchers in to their respective folder daily.

· Interact with internal and external auditors in completing audits.


· Accounting Packages Tally 9, Peach Tree.
· Good Understanding of MS- Office (Excel and Word).
· MS-Outlook.


· Dedication and hard-work.

· Ability to work in a multi-cultural team.

· Self motivated.

· Good Time Management.

· Flexible and openness to accept and implement innovative ideas and information.
· Planned and prioritized to ensure that set deadlines are met.


· Date of Birth

     :
14th January, 1988.
· Gender                         :
Male.
· Marital status
               :
Single.
· Languages Known
     :    English, Hindi, Telugu and Urdu.
· Nationality                    :    Indian.

· Religion                        :    Islam.
· Visa Status                   :   Visit visa (Expires on 28-May-2014).
     DECLARATION:

I hereby declare that the above information furnished is true to the best of my knowledge.

      Date:   
           Place:                                                                              
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