	CURRICULUM VITAE

	CV No: 1324068
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

	[image: image1.jpg]




Personal Data

Date of Birth       : 20-08-1980
Gender               : Male

Nationality          : Indian

Religion              : Islam

Marital Status     : married
Present Address : India
Expected Salary : 3000-4000
Languages Known

· English

· Urdu

· Hindi


	Career Objective
 To be employed in a company where my expertise in the field of    accounts & finance shall be utilized for mutual benefits.
Summary
· Over 5 years of experience in Accounting and Finance.
· High learning curve with the ability to embrace new tools and technology with ease.

· Strong analytical abilities, good Interpersonal skills and an 
Effective team player.

Education Qualification
· MBA (Finance & Marketing) from Osmania University, India.
· B.Com from Osmania University, Hyderabad.
Skills 
· Strong Banking, Accounting and Finance Knowledge.
· Knowledge of Accounts and Integration of Accounts with Inventory in accounting software’s.
· Ability to work with a team 

· Efficient communication skills 
Work Experience Summary

· Worked with General Trading L.L.C (we 
Trade Commodities Between Countries and People in Dubai) as an Accountant 22 Sept-2014 to 14 Dec-2014.  
· Worked with Quadri Associates (Vat & Income Tax consultants in India) as an Accountant Oct 2013- Sept 2014
· Worked with ProboSolve Business Management Solution Pvt.Ltd. (A Multi- National Company  Which provide services to business solution) (India) as an Accounts Assistant from Oct 2009 – August 2013
1)Work Experience

ACCOUNTANT             Oct 2013– Sept 2014.      

Organization Profile:

Quadri Associates Registration under services tax. Consultancy for maintenance of proper accounting for services tax. Consultancy on various issues relating Value Added Tax & Auditing computation of services tax payable. Preparing filling Returns  

JOB PROFILE: 
Job Responsibilities:

· Preparation and passing of journal entries and other books of original entries.
· Posting and scrutinizing the ledgers.
· Management of Accounts Receivable and Accounts Payable and follow up the receipts and payments.

· Closely scrutinize the duplication of payment if any made to the customer.

· Resolved the customers and suppliers issues and avoid accounting discrepancy.

· Preparation of weekly bank reconciliation statements.
· Prepare, maintain, control, and responsible for subsidiary accounting records involving a variety of transactions and accounts.

· Maintain, update petty cash book, fixed assets register and reconcile bank accounts.
· Reconciliation of Debtors & Creditors accounts.
· Reconciliation of balances with inventory books.

· Produce regular reports on income, expenditures, cash flow, etc to assist management.

· Finalization of accounts to balance sheet.
2)Work Experience

Organization Profile:

Bookkeeping business services is an essential process of every small and large size outsourcing business, It keeps track of business finance, Including transactions on a daily basis. Business financial analysis, bases on the business records is the key tool in the success of every business 
Accounts Assistant                  Oct  2009 – Aug  2013
JOB PROFILE: 

Job Responsibilities:
· Handled day to day financial transactions with the help of computerized accounting
· Follow-up on payments and invoices with clients and vendors. 

· Maintained Bank and Cash Book

· Audit daily Cashbook with Actual Invoices raised.
· Receiving payments by cash, cheque, credit cards, and vouchers. 
· Cash handling and safe custody of collected cash.
· Review the bank transactions.
· Customer file maintain.
· Ensuring that company’s customers are well attended to, assuring their needs is satisfied.
· Prepare the annual maintain charge (AMC) of customers.
· Maintain the accounts of all employees.
· Prepare the Profit and loss a/c, and balance sheet.
· Record and document financial transactions 
· Analyze financial transactions to determine accuracy, completeness.
· Reconciliation of Debtors & Creditors accounts.
· Audit the finalization of Accounts internally.
Personal Strengths

· Aptitude to learn and explore in new assignments.
· Able to handle multiple tasks independently.
· Strong Analytical Skills.
· Self-motivate.
· Quick learner.
· Team player.

Computer  Skills
· Packages                   : MS- Office 2007, Tally erp9,                  
                                  Quick book & Peachtree.

· Operating Systems
  : Windows XP, 7 & 8
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