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PERSONAL DETAILS
DATE OF BIRTH: 16-04-1990       
SEX: MALE                          
NATIONALITY: INDIAN
RELIGION : ISLAM          
MARITAL STATUS: SINGLE     
LANGUAGES KNOWN   
· ENGLISH (Read, Write, Speak)
· ARABIC ( Read, Write )
· HINDI (Read, Write)
· MALAYALAM (Read, Write , Speak)

	Gulfjobseeker.com CV No: 1269876
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
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Administration
"Hardworking, self-motivated individual who enjoys taking up challenges of demanding work environment. A self-thinker and a keen learner capable of prioritizing workloads and contributing towards the efficiency of the organization. Possess good administration, time-management, communication, interpersonal and presentation skills with keen focus on contributing to the profession in team environment and achieving results by taking initiative and maintaining positive drive towards work goals."
Academic Qualification:

· Post-Graduation: Master of Commerce (M.COM) 
       (MADHURAI KAMARAJ  DISTANCE  EDUCATION) 

· Graduation: Bachelor of Commerce (B.COM), 2007 – 2010.
(KANNUR UNIVERSITY, KERALA, INDIA)
· Higher Secondary School Examination: 2005 - 2007.
(HIGHER SECONDARY BOARD, KERALA )
· SSLC: 2003 - 2005
(BOARD OF PUBLIC EXAMINATION, KERALA)
Work Experiences (Total 3 Years):
1) ACCOUNTANT, GREENWOOD VENEERS PVT LTD, KANNUR
( JULY 2013 AND FEB 2014)
JOB DESCRIPTION :

· Maintained daily accounts.

· Preparing inventory, production and consumption register.

· Preparing purchase and sales registers.

· Preparation of daily/monthly reports.
· Accounts Receivable and Payable.
· Preparation of Balance sheet, Profit and loss accounts.
· Prepare and submit online returns for VAT, Central Excise, Service Tax and issuing C Forms make correspondence etc…
· Data Entry Operator (Keep accounts in the system using Tally ERP 9 software , Other data entry jobs ,Documentation jobs such as preparing letters and email communication).
· Bill Clerk, Keep stock account of the goods an also working as a Cashier.
· Reconciles financial discrepancies by collecting and analyzing account information.

· Secures financial information by completing data base backups.

· Maintains financial security by following internal controls.

· Prepares payments by verifying documentation, and requesting disbursements

Computer Profiles:

· Well versed with M.S Office package.

· Well exposed in all operating e-mail systems 



	VISA STATUS:
Visiting Visa,
Till Apr 24th 2014.
STRENGTHS
· Ready to take up international assignments

· Good communication skill and convincing capability

· Team working and effective in leading

· High zone of tolerance and hardworking
· Observant and adaptable
· Well versed with internet research method.

	2) ACCOUNTANT, M/S ACCOUNTS & CONTRACTORS, KOCHI
       ( FEB 2011 TO JUNE 2013 )
 JOB DESCRIPTION :
· Maintained daily accounts.

· Preparing inventory, production and consumption register.

· Preparing purchase and sales registers.

· Preparation of daily/monthly reports.
· Bank Reconciliation.
· Preparation of Balance sheet, Profit and loss accounts.

· Prepare and submit online returns for VAT and issuing C Forms make correspondence.
· Data Entry Operator (Keep accounts in the system using Tally ERP 9 software, other data entry jobs).

· Preparing Payroll statement and reports.

PROFESSIONAL QUALIFICATION:
· Diploma in Computerized Accounting (Tally [6.3 ,7.2 & ERP 9], Peachtree)

· MS offices (MS Word, MS Excel, MS Power Point).
Career Objective:
To grow as an effective professional and drive the organizations in a manner which will help the organization to move towards the higher targets as well as help myself to strengthen my job competency and grow within the company also contribute something to progress of this country.
Declaration:
I confirm that the information provided by me is true to the   best of my knowledge and belief. Necessary documents will be produced as per the requirement.




