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VIJEESH




Visa stutes : Employment visa
E- Mail:  vijeesh.210999@2freemail.com 
Objective


                   To seek a challenging career and add value to the Organization by offering my best services. Seeking challenging and responsible opportunities in Accounting Field. Where my creativity, education, skills and abilities will be an asset.
Work Experience

6 YEAR - U.A.E. GULF EXPERIENCE 

1) 

Post


:  OFFICE ADMINISTOR / ACCOUNTANT / PURCHASER  


Organization

:  CRANES INT. CRANES MAINTS





   SHARJAH, U.A.E



Period


:  06.04.2012 to Still Now (6 Year)
2)   Post


:  ACCOUNTANT TRANEE 


Organization

:  P.A.BAVA & CO.





    (Accountant, auditors, tax practitioners)






   KERALA, INDIA



Period


:  01-09-2010 to 15-02-2012 (1.5 Year)

JOB Description

1. Visa process for employee & emigration works

2. Company Trade license renewel & Municipality works

3.  Maintain & updating employee visa & company document
4. Maintain Account Payable & Receivable transactions
5. Handle all kind of payment (Electricity, Telephone bill, salik for vehicle..etc) 
6. Handle all kinds of bank transactions & reconciliation bank statement
7. Reconciliation of Supplier Accounts & GL Control Accounts.
8. Preparing Accounting Statements (Monthly Statement)
9. Assist the Management for Office Administration

10. Making Reports to Managing director / manager 
11. Making Salary Statement (payroll)

12. Maintain Document Control 

13. Calculate and distribute wages and salaries in WPS
14. Making Month Statement (Stock Valuation, income, expanse)

15. Received and recorded invoices and arranged payments
16. Maintain petty cash
17. Maintained Daybook, Sales, Purchase & Stock Registers; posted ledgers
18. Making estimate to accident vehicle for insurance claim  
19. Prepare and send invoices / quotation for customers
20. Price enquiry for spare parts and issuing purchase order
21. Managing & controlling work shop work

22. Checking & verify vehicle condition 
Educational Summary

	COURSE
	BOARD/UNIVERSITY
	YEAR

	B.com  (Bachelor of Commerce)
	M G University 
	2010

	PLUS  TWO
	Board of Higher 
Secondary Examination
	2006

	S.S.L.C

	Board of Education  Kerala
	2004

	DCFA
(Diploma in Computerized 

Financial Accounting)
	Accounting Service Society Under Gov. of Kerala 

      
	6 Month


Technical Expertise

 
Operating Systems
   : MS-DOS, Windows-10, 8, 98, 2007, XP. 

Computer & IT 
   : Excellent exposure on Advanced MS-Office



     (Word, Excel,Power point.)
Accounting Packages
   : Excellent exposure on Tally7.2, 9 , SAGE 50                        
	Language



English 

 :
Fluent


Hindi


 :
Fluent


Malayalam

 :
Mother language 

Arabic 

:
Basic 
Personal Details

Father's Name




:  Vijayan 

Date of Birth


:  7’Th Jan 1990
Nationality





:  Indian

Languages known




:  English, Hindi, 

             Visa Status





:  Employment visa(Transferable)
Interests

1 Volley Ball
2 Cricket
3 Food Boll

DECLARATION

I hereby declare that all the above information given by me is true to the best of my knowledge and belief.

Place
: Sharjah (U.A.E)
Date
:








Vijeesh 

           
      **********************
VIJEESH RESUME
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