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KEY RESPOSBILITIES

· Verification of purchase orders and recommended for payment.

· Proper co-ordination of different departments whenever required.

· Manage item by sales analysis, new policies implementation, grievance handling, payments etc.

· Analyse daily, monthly, annual sales by quantity and value vice.

· Verification of sales invoice and ensure that the billing is done as per the agreed price.

· Verify and inspect accounts payable and receivable ledgers and general ledgers.

· Check all accounting and clients databases are updated and functioning properly.

· Inspect and asses budgets,balance sheets and other related financial statements  and records.

· Analyze the internal controls in the organization ,report variations if any and recommend improvements
· Any other duties assigned by the management by time to time.


OTHER CERTIFICATES

· Diploma in Computer Application from Lakhotia Computer Centre

· Tally 


PERSONAL STRENGHTS

· Responsible and reliable

· Highly motivated for career development

· Able to deal in a mature manner with problem solving

· Willing to learn and accept constructive criticism

· Willing to help, good attitude around others.
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DOB: 25th May 1988


GENDER: MALE


NATIONALITY: INDIAN


MARITAL STATUS: SINGLE


STATUS:VISIT  VISA

















LANGUAGES KNOWN


English


Hindi


Malayalam











COMPUTER SKILLS


MS Word


Excel


C


Tally














HOBBIES


Travel


Cricket


Badminton
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CV No: 1382838


Email: �HYPERLINK "mailto:cvdba15@gmail.com" ��cvdba15@gmail.com� 


Mobile: +971505905010 / +971504753686

















OBJECTIVE








Aiming for a challenging and performance oriented strategic position in a reputed firm where I can fully deploy my competencies and dedicated efforts by actively participating in the activities and thereby enrich my knowledge and to fulfill organizational as well as career goals.





OVERALL SUMMARY








A reliable and hardworking professional with a practical hands on approach, who always preservers to achieve the best results. Able to collect and analyses information and quickly grasp what needs to be done. Excellent communication and problem solving skills and ability to manage and compete and complete projects to the highest standard. Seeking full time position in an office where my organization skills can shine.





  ACADEMICS





M B A


College/University: Bharatiar University, Tamil Nadu





B.com in Taxation


College/University: Mahatma Gandhi University, Kerala


             


WORK HISTORY








Office Administrator- Cyner InfoTech Pvt. Ltd.


(Aug 2005-Apr 2007)





Accounts Assistant- Phenomenal Health Care Pvt. Ltd.


(Apr 2010-May 2011)





Junior Audit Executive- Muthoot Finance, New Delhi 


(Jun 2011- Apr 2012)





Finance Co-Coordinator- KKR Group of Companies, Nirapara foods Kerala ( May 2012- Mar 2015)


        


   PROFESSIONAL OVERVIEW


   


More than 5 years’ experience in Finance and Accounts.


High dedication an enthusiasm to learn fresh things.


Develop strong interpersonal relationships.


Team management skills, ability to work well with individuals at all levels.


Active learner and effective communicator.


Self-motivated.


Proven ability to gather, extract and use data effectively.


Computer literate, spreadsheet etc.
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