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OBJECTIVES:                                                                                                                                                                                            
A team player with commitment to work in a dynamic and result oriented organization with commitment to explore skills and the ability to communicate confidently at all levels. 

WORK EXPERIENCE:
Worked as Accountant cum Office Administrator with Kinooz Sohar Engineering and Manufacturing LLC in Sohar, Sultanate of Oman from December 2012 till January 2015.

JOB RESPONSIBILITIES:
· Worked on Accounts - Receivable & Payable.
· Performed daily cash management activities including recording and reconciliation of fund transfers, prevent shortages or overages.

· Entering Accounting Vouchers in Tally ERP9.

· Preparing Trial Balance and Profit and Loss A/c in Tally ERP9.

· Generate client billings for various projects.

· Paying vendors, recording payments and settling disputes.

· Processing of all payrolls on monthly basis including overtime, leave salary, full and final settlement.

· Manage electronic funds transfer
· Analyze and update the subcontractor files with agreements, and other requirements.
· Monitoring inventory, office stock and ordering supplies as required.  

· Filing, documentation, office management and raising payment.

· Co – coordinating and communicating business activities.

· Schedule client appointments and maintain up-to-date confidential client files.
· Coordination with outsource agencies for approval of new visa, visa renewal.

· Organizing business travel itineraries, food and accommodation for workers and staff.

· Responsible for sourcing of new vendors, negotiation with vendors, purchase or dues   invoicing.

Worked as Process Executive with Infosys BPO Ltd; (Non Voice - Finance & Accounts) in Bangalore, India from June 2011 till June 2012.

JOB RESPONSIBILITIES:
· Handling Receivable & Generating Bank Reports.  To ensure complete data entry to system.

· Tracking of the over/under payment made by the Customer through verification of Invoices along with the Credit Memo.

· Ensuring all the receivables are made to the Correct Delivery No., Purchase Order No., Bill of Lading and invoices.

 EDUCATIONAL QUALIFICATION:             

                                                                           .                                                                                           

· B.COM- Vijaya College, Basavanagudi, Bangalore (Year of passing- 2011 with 71.13 %).

· Passed the Foundation Course conducted by ICWAI (Institute of Cost & Works Accountants of India). 

· MBA – Final Semester results awaited from Sikkim- Manipal University.

TECHNICAL  AND RELATED SKILLS:

Software skills
                   :  MS office, Tally ERP9

Language skills    
       :  English, Hindi, Kannada, Arabic (Basic)

Holding Omani Driving License valid till 02/07/2024
THE AWARDS/ ACCOMPLISHMENTS:
· Represented Karnataka National Volleyball Team under 14 & 17 yrs. for S.G.F.I.  (School Games Federation of India).  

· Represented Karnataka National Volleyball Association under 14 yrs. category (Mini Nationals) and secured fourth place. 

 HOBBIES:
· Listening Music, Reading Books. 

· Playing Volleyball and other games.

PERSONAL DETAILS:                                                                                                                                                                   

DATE OF BIRTH
                    : 13-04-1990.

PLACE OF BIRTH

        :  UDUPI, KARNATAKA, INDIA

MARITAL STATUS 

        :  SINGLE. 

SEX

                                :  MALE.

NATIONALITY                                 :  INDIAN.
VISA TYPE                                        : TOURIST VISA

CURRENT ADDRESS                      :  DUBAI.
I hereby declare that the above furnished details are true and correct.

Date: 22/02/2015
Place: DUBAI

                   
      

