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CV NO: 1521252
13 years of Experience in Finance, Accounts & Reconciliation
objectives
Continue to develop the potentials in the professional career and to grow to a senior level of responsibility where I can make a significant contribution to the success of the organization. Will work in an environment ensuring teamwork and accept challenges of growth opportunities
Personal Strength

Dynamic and flexible personality with effective Communication, fluency in English, Hindi, Urdu, Arabic and Malayalam, Interpersonal skills are being made me confident always. Excellent coordination and presentation skills, Ability to adapt to a fast changing work environment, Team player are the other advantages. Good knowledge about professional accounting and Office Administration and having more than ten Years of work experience prompt me to apply this job.
CAREER HISTORY
· Salem Mohiyaddin Bin Saif & Bros.Trade. & Cont.Co, Salalah-211, Sultanate Of    Oman(2006-2008)

Role: Accountant- Sales division Manager

· Preparing Delivery Orders

· Invoicing

· Take orders and managing delivery

· Managing  Sales

· Dealing with customers

· Pay role preparation

· Managing and Administration 
· Meenachil East Urban Co-oporative Bank (2003)

Role: Accounts Trainee

· Assisting the senior Accountant

· Pay role Managing

· Financial Advising to customers

· Puthoorpally Muslim jama-ath.Changanacherry.Kottayam(2003-2005)

Role: Accountant-Computer Operator

· Letter Drafting

· Preparing all vouchers

· Preparing bills receivables and payables

· Preparing Salary Statement 

· Preparing Bank reconciliation statement

· Preparing Income and Expenditure account
· Kerala State Waqf Board (6 months, 2014).

Role: Waqf Board Inspector
· Monthly inspection and Auditing of Waqf firms

· CTM & SON’S –Whole Sale Trading Company ( (2008-2015…..)

  
   Role: Accountant cum cashier

· Administration 

· Maintaining cash book

· Customer dealings

· Budgeting

· Finance controlling

· Preparing bank reconciliation statement 

· Preparing final statement

· Credit and Debit Control

Academic qualifications
· B.com with Computer Application (Mahatma Gandhi University )

· Pre Degree (M.G University)

· Matriculation from state board and higher secondary Govt of Kerala

Computer Proficiency

· Tally, DTP & PageMaker, Microsoft Office, Internet, E-mail

Professional skills
· Excellent communication and interpersonal skills.

· Ability to work efficiently under pressure, meet deadlines; adapt to a fast paced and multicultural environment. 

· Analytical approach towards decision making for problem solving. 

· Office Automation with good office and business administration skills.
· Ability to work efficiently under pressure and meet deadlines.
· Willing to take up responsibilities and work under guidance with little on-going supervision.

Personal Profile
Place & Date of Birth



: Muttappally, Kottayam on 22nd Dec 1982
Nationality




: Indian
Languages Known



: English, Hindi, Urdu, Tamil, and Arabic






: Malayalam.  
Marital Status




: Married
Visa details




: Visit Visa

