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Objective:
Seeking a position in Accounts & Administration with a reputed Organization,where I can apply my experience for the progress of Organization & self.
.Having 8 years experience in Accounts in Dubai

.Having B.Com & experienced in MS Office ,Tally& Peach Tree.

GULF EXPERIENCE

2006-’09-Worked as accountant in reputed general trading company in Dubai.

2009-’14-Working as an accountant general in a waste Management company operating all over U.A.E

Experienced in Bank Reconciliation/Office Administration.

Monitoring Payable/Receivable/Payroll 

Experienced in Office Routine work/MS Office & Data Entry Operator

Responsible,hardworking and having very good inter personal skill.

Polite, dedicated,hardworking and pleasing mannered.

NATURE OF JOBS DONE

As an Accountant:

· Prepare Bank Reconciliation Statement/Bank correspondence.

· Follow up of Debtors/Creditors and reconciliation of their Accounts.
· Accounting upto Finalization and Monthly& yearly Trial balance

· Monitoring Accounts Receivables,Payables and cash Disbursement.
· Verification of Books of Accounts,Petty Cash &Cheques.

As an Office Administrator:
· Payment Collection & Follow up of Outstanding payment.

· Executing Management decision /Handling day –to-day correspondence.

· Making Quotations,invoices,Purchase Orders and other essential documents.

· Attending Customer enquiries/Handling Correspondence & Documents.


Indian /Male/Date of Birth:31/05/1979/Married/Visit Visa







Languages Known;English,Hindi& Malayalam



Holdingvalid U.A.E Driving License
