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Looking for a position that build on my skill and provide me ample scope for growth and contribute to the organization’s goals, by effectively using my expertise and knowledge through education & work experience.


PROFILE
· 5 years experienced as Accountant  in India & Dubai

· Hold a Degree in Commerce (B. Com.)

· Proficient in Peachtree, Tally & MS Office Applications.
· Good communication skills in English.

· Comprehensive problem solving skills.

· Self-motivated; responsible natured; Disciplined & well organized.

· Friendly; pleasing nature.
· Can work under pressure & meet deadlines.



· EDUCATIONAL QUALIFICATION
· Bachelor of Commerce (B.Com) - Affiliated to Mumbai University, Maharastra, India.


· Additional Qualification
· Successfully Completed Diploma in Computer Application from Sterlite Foundation Training Institute
· Successfully Completed  Tally ERP. 9 course from computer station, Mumbai – India


Work Experience:                                        
      1.Design Tex FZE. Dubai
         Since January 2015 to October 2015

         Designation : Accountant 



Summary of Experience

· Preparing of invoices.

· Handling petty cash.

· Prepare price quotation
· Preparation of Job Orders. 

· Track the payment of the invoices.
· Preparing sample as per clients approved design.

· Resolving customer queries in relation to their accounts.

           2. City Diamond Contracting LLC, Dubai.
                   Since November 2012  To Jan 2015
                  Designation: Accountant 


         Summary of Experience: 

· Ageing Analysis of Receivable & Payable, follow up then Reporting to the Finance Manager & arranging for Suppliers Payment.
· Preparing all bank transfers and reconciliation, payroll, expense claim, cheque.
· Prepare price quotation

· Perform data entry into Excel spreadsheet system
· Assists in posting of Payment Vouchers for Bill payments, Leave Settlement, Suppliers Invoices, and Salary Advances

· Prepares Indemnity Leave Settlement of all Staff and Labours going for Annual Leave.

· Verify the receipts and prices of goods from suppliers
· Handling petty cash.

· Checked the invoices and attach document if complete.
· Track the payment of the invoices.
· Calculate and distribute wages and salaries.
· Maintain and keep confidential documents such bank guarantee   

certificate Tenancy Contract, Business Trade License and others essential Documents.

· 3. Laksh India Pvt Ltd.Mumbai
                Since December 2010 to February 2012
                      Designation: Accountant 


            Summary of Experience: 
· Ageing Analysis of Receivable ,follow up & Reporting to the Finance Manager.
· Preparation of Job Orders 

· Preparing of invoices

· Handling petty cash.

· Reconciliation of customers accounts.
· Closing of Ledgers every Month 
· Resolving customer queries in relation to their accounts.

· Handling credit follow up with the customers on the credit list and internal follow up with the various departments on the credit status.

· Preparation of Bank reconciliation statement.
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Personal Information:

· Nationality
 

 -
   
Indian

· Date of Birth
        
            -  
  
06th June 1987


· Marital Status 

 -
  
Single

· Language Known 
            -           
English, Hindi, Kannada & Marathi
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