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PROFILE

	Qualified, dedicated, result oriented and highly motivated professional with extensive experience in the field of Accounting, possessing excellent communication, negotiation and inter personal skills now seeking a suitable position where I can apply these skills.


EDUCATION

	Bachelor Of Commerce(B.Com)
	


WORK EXPERIENCE

	Worked as an Assistant Accountant 
	1 year

	Modern Department Store, Banglore,India.


	2006-2007

	Working as an Accountant Office Admin and PRO
Golden Tools L.L.C,Abudhabi,U.A.E                                                                                    

                                                                                  
	2008 Onwords




Job Profile(6 Years Experience in Accounts, Office Admin and PRO in United Arab Emirates) 
	As an Accountant,Office Administrator and Public Relation Officer.
· Duties Include Day to Day Accounting activities.

· Maintain and update all the Payment & Receipts on daily Basis.

· Preparing Income & Expenditure and Trial Balance.

· Preparing Bank Reconciliation Statement.

· Handling of Cash, Petty Cash and conducting the physical verification of fixed assets.

· Maintaining the Daily Sales Report from the Sales team for reporting to the Management. 

· Responsible for maintaining office records by keeping an up-to-date filing system.

· Responsible for maintain the accounts of Receivables with out any Over due.

· Preparation of quotation, agreement and Invoices.

· Preparation of Accounts Payable and Settle proper time of payment terms.

· Handling Letter of Credit and other import and export Documents

· As a Public Relation officer handling all Visa procedure

· Handling Vehicle registration and Renewal.   

· Handing Vehicle insurance and health insurance procedure.

· Dealing with Procurement.




KEY SKILLS

· Well Developed research and analytical abilities to handle responsibilities independently.

· Excellent Interpersonal skills, telephone manners, and office etiquette.

· Exceptional written and oral communication abilities.

· Excellent correspondence ability.

· Able to establish priorities, manage time productively, and perform well under pressure; proven ability to handle multiple tasks simultaneously and follow projects through to completion

· Effective working alone or as a cooperative team member. 

· Problem solving abilities.

COMPUTER SKILLS

· Dos, Windows, MS Office,

· Internet and E-mail applications.

· Accounting packages

· Tally 

· Focus

· Peachtree

· QuickBooks
LANGUAGES KNOWN

To speak             : English,Hindi,Arabic and Malayalam

To read and write : English, Hindi, Arabic and Malayalam.

PERSONAL DETAILS

Sex: 



Male





Marital Status: 

Married

DOB:



2nd May 1984




Nationality:


Indian








Hobbies:


Watching and Playing football,Travelling

                     Visa  Status:


EMOLOYMENT



Availability 


Immediate

Valid U.A.E Driving Licence Holder

Declaration;
I here by declare that the above mentioned facts are true in believe
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