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Mobile: 971505905010 / 971504753686
Objective: 
A Position with an innovative, result oriented firm, where I can utilize my skills and experience to the optimum level to facilitate career growth along with the growth of the company.

Personal & Professional Profile:
· 7 Years’ experience in Accounts & Office Administration & 2 years’ experience in marketing field.
· Having knowledge in implementing ISO 9001:2000 Quality systems in Marketing Department.
· Able to work in computerized Accounting environment.
· Ability to work under work pressure & meet with the dead-lines with ease and efficiency. Ability to learn quickly and adapt to changing environments.

· Attended the classes and appeared the exam for company secretarial course (ICSI) in Mumbai, India.
Professional Experience:
1)      Employer

- 
Reputed Firm

Position
           -
Accountant

Duration

- 
From December 06 to till date

Reputed firm engaged in selling over 500- 600 prestige cars per year. To compliment House of Cars Group’s customer services, it has Porsche Garage & BMW Service Centers.  

Job Profile / Capabilities: 

· Closing the books monthly, quarterly and yearly & making notes on the same & reporting to the Finance Manager for Group companies.

· Preparing the MIS Reports monthly, quarterly and yearly.
· Preparing the budget.

· Conducted internal audits.
· Preparing Payroll for 75-80 staffs.

· Preparing Bank Reconciliation monthly, releasing Vendor Payments and doing follow-ups for collections from the customers.

· Preparing daily cash flow statements, planning cash flow statements for the month & year.

· Routine work related to Administration Department such as taking care of the front office, attending visitors, fixing appointments, ordering of office stationeries, filing, checking petrol log books and other secretarial work as and when required.

· Maintaining Creditors and Debtors list – weekly. Checking and tallying vendor statement with our books and releasing payments and preparing cheques. 
· Managed to keep the staff details, (for more than 75-80 staffs), such as leave summary, staff files, Air Fare, sick leave.
· Monitoring all the works related to Accounts Departments

· Training the new employees for accounts.

· Having an experience in handling HR related job, like, renewal of visa, passport, medical card, occupational health card.
2)      Employer

- 
Reputed Firm 
Position 

-          Marketing Executive

Duration

- 
Sept 2004 to Nov 2006

Job Profile / Capabilities: 

Reputed Firm engaged in manufacturing packaging solutions, such as 210 Ltrs MS Drums, Plastic Drums etc. 

Joined with this company as Marketing Assistant and later promoted as Marketing Head reporting directly to Managing Director of the Company.

· Manage the routine office management functions, dealing with the  clients.
· Respond to customer inquiries regarding prices, terms and conditions of service and provide customers with quotation as requested.

· Attend to customer complaints and responding in a professional manner

· Extend and confirm services in accordance with company standards and practices.

· Deal with multicultural clientele; resolve their complaints-queries through effective convincing

· Regular follow up on customer feedback; develop excellent rapport with the same and ensure customer loyalty and retention. Maintain client relations and ensure customer satisfaction 
· Prepared necessary documentations for ISO 9001 : 2000 audit 

3)       Employer 

- 
Reputed Firm
Position

-         Accounts Assistant

Duration 

- 
March 2002 to Sept 2004

Job Profile / Capabilities: 

· Recording day to day accounting Transactions such as Sales and Purchase invoices etc.

· Dealing with banks, preparing Bank Reconciliation
· Preparing Debtors & Creditors list and collecting dues from the parties

· Office Staff Management, payroll preparation & maintaining Staff related records up to date

· Inventory preparation, maintenance and Cost control management – FIFO

· Preparing Receipts / Payment, Profit and Loss Account, Trial Balance , Internal Audit, Annual Auditing, Office administration system in the office for better planning, control and reviewing for smooth organization activities

Educational Qualifications:
· Bachelor of Commerce (Major in Accounting) from Mumbai University in the academic year 2002.
· HSC from Karnataka Board, Bangalore in the academic year 1999.
· SSLC from Karnataka Board, Bangalore in the year 1997.
Computer Knowledge:
· MS Word, Excel, PowerPoint Presentation, internet browsing

· Accounting software:  Tally, Sage & Matrix Management System 

Personal Details:
Languages Knows 

: 

English, Hindi, Konkani, Kannada,

Date of Birth 

: 

18 February, 1981

Nationality 

: 

Indian

Driving License

: 

Valid up to 2020

Visa Status 
    
:                     Employment Visa         

References                        
:
           Available upon request

