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PROFESSIONAL SYNOPSIS
Over 4+ years of extensive experience in logistics / purchase management, commercial document, maintain Inventory, Prepare Export documents and handling import documents,  Arrange Transportation, Tracking Document. Possess excellent communication, interpersonal, negotiating, team management, and organizational skills. Seeking challenging position in supply and chain management with a growth oriented organization of repute.
As an accountant with over 1+ year of experience, I bring with me a keen ability to manage accounts and remove any discrepancies. Receivable and Payable are my forte and I am quite familiar with the major financial applications and software used in the industry. Team work and meticulousness help me solve problems easily.



PROFESSIONAL EXPERIENCE AND ACCOMPLISHMENTS
  Universal Gear FZCO (September 2010 - till date) Jebel Ali, Dubai, UAE.
     Accountant and Logistics Assistant





              


Responsibilities in Logistics Department:

· Planning and scheduling the delivery of goods and cargoes.
· Check invoices against service requests and verify invoices.
· Coordinating with the warehouse team and tracking the materials dispatched by the company.
· Responsible for all of the dispatching, routing, and tracking of delivery vehicles.

· Processing and documentation of all details related to export and Import of shipments.

· Dispatching complex and oversized goods to national and international destinations.

· Ensuring company compliance of all transport policies, legislation and procedures.

· Preparing Custom document for all Air, Ocean and Domestic Shipments.
· Analysing delivery costs and recommended more cost effective methods of transportation.

· Planning for transportation, arranging transport quotation for cost reduction,
 Transports freight / bill processing.

· Maintaining online Inventory record in the system.

· Overseeing the time delivery of goods; maintain delivery schedules and track deliveries to ensure deliveries are met.

· Update and provide tracking information to customers as well as to internal managers.

· Excellent of knowledge of Excel and related specialist logistics software.


Responsibilities in Accounts:

· Preparing Payment voucher and Handling All Expenses.

· Checking and preparing entries for petty cash funds.

· Preparing Sales Entry & Purchases Entry in Peachtree

· Check daily Bank Statement against Payment and Receipts.

· Monitoring all Payment & Receivable entries

· Maintenance & preparation of Books of Accounts, Debtors, Creditor & Bank Reconciliation.

· Maintaining Accounts (Using MS Office & Peachtree).
     Fiesta Bakery and Confessioners (February 2008 – July 2010) Pune, India.
     Logistics Assistant.

Main Responsibilities:

· Planning the quickest and least costly transport routes.
· Was in charge of the loading of stock into vans.
· Monitoring and tracking the flow of goods into the warehouse.

· Accurately calculating the costs of any transportation.

· Working with multiple customers at the same time.
· Made sure that all customer orders are correctly taken.
· Responding to all customer complaints or queries in an efficient manner.

· Handled all incoming and outgoing Stock.

· Controlling the order cycle.
· Keeping up to date all relevant documentation, vehicle logbooks, fuel consumption records & servicing protocols.



Achievements:

· Given creative contribution in achieving the Accounts Receivable Division Goal.

· Recognized as the best employee of the year and receive award for handling account receivable in short period of time successfully.


PROFESSIONAL QUALIFICATIONS



Bachelor of Commerce
 (2010 Batch)



University of Pune, India




Tally 9.1.2: 

I have the Certificate of (Tally Certified Professional).

Computer Skills:


(Peachtree, EzOPS , Retail Pro , Tally6, Tally 7.2, Tally 9.1.2 , M S Office , Proficient in MS Word & Excel and  Excellent Accounting knowledge and Logistics)


Personal Details:
· Date of Birth:    

November 27, 1987
· Marital Status:  

Single


additional Details: 
· Total experience:
6 years
· UAE experience: 
5+ years
· Notice period: 
30 Days

· Visa status:

JAFZA
Reference would be available upon request

