Gulfjobseeker.com CV No: 1325748
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php

Career Objective

To work in a creative, flexible and innovative environment which gives me tremendous amount of exposure to grow up professionally and improve myself and be a part for the success of the Organization. Strive for excellence in a professional work environment through diligence and dedication, while having adequate opportunity for career development.
Areas of Interest

Administration, Banking  &  Accounting
Attributes

Self-Motivated, Quick to take initiative, Self-confident & Assertive, Pleasant Personality & Well Groomed. Excellent Interpersonal & Communication Skills.

Educational Qualifications

	Level
	Year of Passing
	Qualification
	Name of Institution/University
	

	Graduation
	2006
	B.Com


	Calicut  University.
	

	Under Graduation
	1999
	Pre Degree
	                Calicut  University.
	

	Matriculation
	1996
	10th Std
	Govt. Model  High School, Calicut. 


	


 Computer knowledge 

· DIFA (DIPLOMA IN INDIAN & FOREIGN ACCOUNTING) from G –TEC COMPUTER EDUCATION , Kerala,  Calicut
· Ms- Office 2003, (Ms – Word, Excel, Access, Power Point) & Internet 
· Accounting Software: - Tally 7.2, ERP 9.0. & Wings Accounting
Experience

Organization: Marygo  International,  (Importers & Exporters ) Kerala, India.

Period: August 2006 to January 2015
Job Responsibilities

Designation: Accounts & Administrative Officer. 

· Cash Reconciliation Statement I.e. Inward & Outward Statement.
· Stock Reconciliation Statement, Stock Inward & Outward as per PO And Allocation.
Branch Transfer of Stock.
· Vender Reconciliation Statement, Client Reconciliation Statement.
· General A/c related work such as preparation of vouchers, record Keeping and accounting  

transactions.
· Generating Sales Invoices. 
· Client & Vender Interaction & making follow-up for Payments.

· Handling day to day Accounts, Petty Cash Management & Cash book Reconciliation. 
· Making Reports as per Management Requirement.
· Follow Up with Local Bank for Banking Transaction.
· Works as Bridge with HO and Branch.
· Supporting Logistic Dept for all their Transaction
· Handling Sale Tax Work along with company chartered Accountant.
· Prepare invoices, reports, memos, letters, financial statements and other documents, using
       word processing, spreadsheet, database, and/or presentation software.
· Read and analyze incoming memos, submissions, and reports in order to determine their 
significance   and plan their distribution
· Open, sort, and distribute incoming correspondence, including faxes and email
· Compile and Analyze Financial Information to prepare entries to Accounts, such as General
 Ledger Accounts, Documenting Business Transaction and prepare various Financial Reports that include Assets, Liabilities and Capital of the Company.
· Establish, Modify document and coordinate implementation of Accounting & control 
procedures.
· Devise and implement manual and computer based system for General Accounting.
· Direct and Coordinate activities of other Accounts and Clerical workers performing 
Accounting and Bookkeeping task including Employee payroll and resolving conflicts.
Organization: VASCO AGENCIES , Mahe, Kerala , India
Period: July 2004  to July 2006

Job Responsibilities
Designation: Accounts Assistant . 

To work as Accounts Assistant. 

· Maintain day book & ledger.

· Billing.

· Maintain Bank Activities

· Maintain  Stock  Book.

· Assisting to Senior Accountant.

Organization: Asian  Impex  Corporation ,(Importers & Exporters) , Kerala , India
Period: January 2003  to June 2004

Job Responsibilities
Designation: Office & Cargo Supervisor. 

To work as Office & Cargo Supervisor. 

· Prepare Export  Documents.

· Dispatch the Exported  Goods. 

· Maintain  Stock  Book.

· Maintain Bank Activities.

· Billing.

Achievements

· Participated and won numerous prizes in various cultural activities.
Interests

· Traveling, music, reading, Sports, gathering information on Internet, organizing and attending functions.

Languages Known (Speak, Write and Understand)

· English, Hindi, Tamil &  Malayalam (mother tongue) 


Personal Details

Nationality& Region


Indian. Kerala.

Age




33
Date of birth



10th May 1981

Gender




Male

Marital Status 



Married
Place :Dubai
Date  :25-01-2015






Signature

