
 Ajay 

 Ajay.244672@2freemail.com 
  [image: image1.jpg]



Profile:     I am a confident and an optimistic person with willingness to take initiative and enjoy facing the challenges boldly whatever posed in front of me. 

Objectives:      To work with an organization where my organization and I strive not only to develop each other, but also to make each other competent and assist each other in being a leader and an achiever over a period of time.
Academic Qualification:

· M.com-Economics (Previous) University of Rajasthan, Jaipur (Rajasthan)
· B.com-Accountancy  University of Rajasthan, Jaipur (Rajasthan)

· CDSL (Central Depository Services limited, Bombay Stock Exchange, Mumbai)

Computer Qualification & Skills 

· D.C.P.A.(Diploma in Computer Basic with Programming Application)

· Operating System like DOS, Window, Application Software like MS Office, Tally, Internet, E-mail

· Having Sound Knowledge of Tally, CDAS (Central Depository Accounting System), PACT Accounting (ERP), Tech Excel, Internet, and Microsoft Office.

Work Experience:
1.           Pristine Trading Establishment (Musaffah, Abu Dhabi)    as Accountant
 (FROM DEC, 2012 TO TILL DATE)

 (Making Local Purchase Order, Delivery Order, Invoicing, Cheque, Reconciliation of Account Statement, Petty-Cash Report and Receivable & Payment responsibilities 
·  Nature of Business: - Pristine Trading Est. is one of the widest suppliers for hardware and consumable items in the Middle East serving the oil and gas, Building Materials, Sanitary, Hardware Tools and construction Materials. 
Job Responsibilities:
· Receive supplier invoices, payment claims and other related payment document on the behalf of the Company.

· Maintain Petty Cash book and Bank register, Prepare cash report as per daily cash transaction and maintain all related files and keep in record.
· Voucher entry for Sales Invoice, purchase invoices, petty cash, bank received, payments, journal entry, closing entry and all others 

· Preparing invoices and following-up with clients for accounts receivables.

· To ensure timely booking of suppliers invoices and correct allocation of all expenses.

· To supervise all payments and accounting activities to all vendors and employees, which include payments for materials and fixed assets acquisition, rendered services.

· Bank Reconciliation Statement for Owner.

· Prepares Weekly Reports on all pending payments and Receipts for Owner.

· Reconciliation of parties accounts.

· Monthly Sales Report & Stock Analysis Report.

· Responsible for cheque & cash deposited in to the bank.
· Handling all KYC (Know Your Client) Documentation on behalf of Company.

Perceived Strength:

· Hard working, sincere, fast learner and self-starter.
· Ability to instruct and supervise employees, maintain work schedules and uphold work standards.
· Sound knowledge of MS office package, PowerPoint and excellent typing speed
· Learning motivation and adoption of new technology.
· Having excellent co-ordination capabilities.
· Flexibility, Time management, Ability to handle Stress situations effectively.
· Enthusiastic, Patience and Perseverance.

· Self motivation and High energy level.

· Firm belief in Ethics and Transparency.

· Accepts Assignments with an open, cooperative, positive and team oriented attitude.

· Optimistic to learn skills to build development.

2.   Roongta Rising Stock Pvt Ltd., Surat, Gujarat (INDIA) 

As Back Office Executive (CDSL) from Apr, 2010 to June, 2012.
           Roongta Rising Stock Private Limited is a Surat, Gujarat (India) based Broking House and a dynamic organization. RRSPL has been awarded the membership of NSE, BSE, NCDEX, MCX (Commodity Trading), MCX-SX (Currency-Trading) and CDSL as for Depository-Service
Nature of Business: - Stock Market, Commodities & Currency Trading. 

                                               Key Responsibilities: - Starting with Account Opening/Modification to Account Closing for Beneficiary-Owner, KYC-Documentation, Dematerialising of securities, Transfer of Securities with Stock Exchange (NSE-National stock exchange, BSE-Bombay stock exchange) through bank and operate CDAS (Central Depository Accounting System)
Personal Details:
· Date of Birth

:
13th Aug. 1989

· Nationality

:
Indian

· Language known
:
English , Arabic and Hindi 

· Employment Type
:
Full Time

· Visa Status 

:
Company Visa

· Notice Period 

:
Immediately

I do here by declare the statements mentioned above are true to my knowledge and belief.

