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PERSONAL STATEMENT

I’m an experienced Accountant looking for a new opportunity within a large or small operation in UAE. 

I have 5.5 years previous experience in accounting and office administration in India
and Qatar.
WORK EXPERIENCE:-
Accountant
Four Square Designs & Adverts (Doha, Qatar)

 January 2012 to September 2014


Key responsibilities handled- 

· I was in charge of the reconciliations for  3 bank accounts
· I was in charge the company petty cash during my time accounts
· I deal with the weekly payments of 25 suppliers and receipts of 50 customers
· I produced daily 125 invoices
Office Assistant

Vishal Restaurant (Gujarat, India)
September 2008 to October 2011

Key responsibilities handled-

·  Responsible for all aspects of the day to day running of the filing, copying, report writing, and invoicing jobs.   

· Manage the documents in proper way
· Responsible to handle the telephone enquiries
· Handle all the other responsibilities related to the job
· Maintains supplies by checking stock to determine inventory levels
· Filing corporate documents, records, and reports
· Sales bill preparation & purchase bill verification.

Accountant Trainee
Shah & Associates (Kannur, Kerala)
August 2007 to March 2008
Key responsibilities handled-
· I produced the monthly bank reconciliations of 15 companies.

· I produced journals, ledgers and trail balance of 15 companies

· I helped  3 senior accountants during my training period

Academic Qualifications
	Name of

Examination/Course
	Name of

University/Board
	Year of

passing
	Percentage of

marks

	SSLC
	Board of Public Examinations, Govt. of Kerala
	1999
	50%

	Plus Two
	Board of Higher Secondary Examination, Govt. of Kerala
	2002
	50%

	B.com
	Calicut University
	2007
	50%


Technical Skills

· Outlook
· Word
· Excel
· PowerPoint
· Tally
Linguistic Proficiency
 English, Hindi, Tamil & Malayalam
Area of interest
Listening music, playing cricket
Played under 19 district team (Kannur) in 2000

Played more than 100 matches in Kannur District Cricket Association League for various club
PERSONAL DETAILS:   

Date Of Birth 
      : 
 
28/04/ 1984
Gender
      :

Male
Marital Status                       :        
              Single
Nationality                            :  

Indian
Visa status:- Visiting Visa

