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CURRICULUM VITAE
Objective:

Seeking a challenging and creative position in Accounts Administration and to consistently develop by learning and sharing skills with focus on the ultimate objective in order to achieve higher goals in conjunction with the growth of the organization and to set a name and be recognized in the industry. 

Experience:

Experience in Accounts, Administration & Clerical job work in Dubai and India with strong communication skills and ability to work under pressure. And I was working with following companies.

Accountant (Part time)                                                            Mahindra Vehicles Delores 
(From April 2013 to Jan 2015)                                                         Jagtial - INDIA
Responsibilities: 

· Assists in performing general ledger accounting functions as needed and/or assigned (e.g. general ledger, purchasing, etc.) 

· Informs other staff regarding procedural requirements for the purpose of facilitating financial compliance within established practices. 

· Processes of financial information for the purpose of updating and distributing information and/or complying with established accounting practices. 

· Reconciles of financial data for the purpose of maintaining accurate account balances and ensuring compliance with established accounting practices. 

· Maintains of financial information, files and records for the purpose of ensuring the availability of documentation and compliance with established policies and regulatory guidelines. 
· Gathering information required to perform job functions. 
· Assists auditors for the purpose of providing supporting documentation and/or information on internal process that is required for audit. 

Accountant                                           K.S.P International (Trading, Import & Export) 
(From April 2007 to Dec 2012)                                                        Dubai - UAE
Responsibilities: 

· Accounting and Coordinating with Accounts Manager.

· Preparing GP & NP/Trial Balance/ P & L and Computerized Finalization of Accounts.                        

· Maintaining Bank Reconciliation / Bank Correspondence.

· Accounts Payables / Accounts Receivables 

· Maintaining Purchase A/c Sales A/c / Inventory.

· Preparing Stock Report, Quantity Analysis & Stock Ageing.

· Verification of Books of Accounts, Petty Cash & Cheques.

· Follow up of Debtors / Creditors and Reconciliation of their Accounts.

· Preparing Day Book & Journal.

· Payment collection follows of outstanding Payments.

· Executing Management decision and Handling day-to-day correspondence.

· Making Quotations, Invoice, Purchase Orders and other essential Documents.

· Attending enquiries and Handling confidential Documents.
· Monitoring Experience in Office routine work /Office Administration.

.

Site Secretary                                                  M/s Green Oasis General Cont. Co. L. L.C. 
(From Dec, 2006 to Mar, 2007)                                                               Dubai - UAE
Responsibilities:
Preparation of daily Reports, Weekly Reports and Monthly Reports. Preparation of Pour records, Time sheet, Delivery Notes Statement. And Material Requisition to Head Office, Petty Cash Statement and Office Administration 

Accountant                                                                              VIJAYA CONSTRUCTIONS
(From Sept, 2004 to October, 2005)                                                 Mumbai - India
Responsibilities:
Preparation of daily expenses like daily wages, petty cash, material purchasing, and transport expenses collection from clients, salary statement Payments to Suppliers and Office Administration.
Accountant                                                             GEETHA VIDYALAYAM HIGH SCHOOL

(From May, 2001 to April, 2004)                              Dharmapuri, Karimnagar A.P, India
Responsibilities: 
Preparation salary statement, Fee collection from student’s, Stationary purchase, arranging parents meeting and Office Administration.

Educational Qualification:
· MBA (Finance) From Osmania University, Hyderabad - Telangana, (Pursuing final results)
· B.Com from Kaktiya University A.P India in 1999.
· 10+2 from Board of Intermediate Education A.P India in 1996.
· SSC from Board of Secondary Education A.P India in 1994.
Computer Education: 
· D C A (Diploma in Computer Application) From Nehru Yuva Kendra A.P

· D C A P (Diploma in Computer Accounting Packages) From ICC Hyderabad AP

Computer Skills:


Office Automation
:
MS Office 2007

Accounting Packages 
:
Peach Tree, Tally & Focus5.0 


Operating System 
:
MS Windows XP and MS Dos

Personal Profile:


Date of Birth
:
01-06-1979


Sex
:
Male

Marrital status
:
Married


Nationality 
:
Indian


Languages Known
:
English, Hindi and Telugu


Visa Status                       :      Visit Visa, Valid Up to June 15th 2015  
I hereby declare that the above furnished information is true and correct to the best of my knowledge
Date:

