RAVIRAJSINH

RAVIRAJSINH.302374@2freemail.com  

Career Objective:                                                                                                       

To secure a challenging role in the Company, where I can utilise my coherent, organisational skills as well as my specialised familiarity in Advance accounting and Statistics hold up by Bachelor of Commerce (B.COM.).
Professional Skills and Abilities:

· Very good verbal and written communication ability.

· Proven prioritization and self management skills.

· Goal oriented, able to translate corporate policies into practical applications.

· Able of solve problems and produce quality work even under extreme pressure and deadlines. 

· Effective interpersonal ability with excellent time management skill.

· Ability to handle work in teams or personally.

· Concentrating on accuracy and speed to receive the best outcome.

Personal Qualities:

· Honest and reliable

· Punctual

· Motivated

· Confident with taking initiative

· Optimistic character

· Adaptable and flexible

Technical Skills:
Operating systems
:   MS-Windows 95, 98, 2000, 2007
Office Tools

:   MS-Office-2003 with advanced knowledge in

    MS Word. Excel. PowerPoint. Internet and
    Account in Tally 9.0

Education Summary:
                                              Bachelor of Commerce 
              Saurashtra University
              Rajkot, Gujarat, India
Language Known:
Hindi, Gujarati, English, Swahili

Employment History:
PREVIOUS EMPLOYMENT

Company:      Tata Teleservices Ltd
Start:

Feb- 2004
End:                Aug- 2005
Position:          Data entry supervisor cum cashier to Post-paid Log in Desk
Responsibilities:
· Assist in the formulation of budgetary and accounting policies. 

· Assist in preparing financial statements and reports. 

· Assist of all form loading on Company Site and Oracle Software. 

· Carry out other duties such as banking, credit control or payroll functions.
·  Producing invoice from delivery dockets using advance accounting software like Oracle.
· Reconciling payments and suppliers accounts to investigate for any differences.
PREVIOUS EMPLOYMENT

Company:      Bharti Airtel ltd (Sky Pack Agency)
Start:

Aug- 2005
End:                May-2006
Position:          Data entry supervisor cum cashier to Prepaid Log in Desk
Responsibilities:
· Assist in preparing financial statements and reports.
· Assist of Preparing all Form and Updating on Company Sight.

· Assist of Preparing all deta day to day sending of Company.
PREVIOUS EMPLOYMENT

Company:      Vikalp Consultancy, (Vodaphone P2P Call Centre & Cust Verification)
Start:

Jun-2007
End:                Jan -2008
Position:          Data entry Operator 
Responsibilities:
· Assist in preparing financial statements and reports.
· Assist of Preparing all Form and Updating on Company Sight.
PREVIOUS EMPLOYMENT

Company:      Vodafone Essar Ltd.
Start:

Feb-2008
End:                Dec -2008
Position:          Vodafone Store cashier & Cust Care (Post-paid Bill Payment)
Responsibilities:
· Assist in preparing financial statements and reports.
· Assist of Preparing all Form and Updating on Company Sight.

· Assist of preparing all data day to day sending of Company.

· Assist of Best Experience in Customer Care and Cashier. 
PREVIOUS EMPLOYMENT

Company:      Ashutosh Telecom pvt ltd (RDS Point of Nokia Rajkot District)
Start:

May-2009
End:                March-2010
Position:
 Accountant / Reporting Manager
Responsibility:
· Preparing Auditing reports of companies.

· File papers and documents so that they can be easily found when needed. Creating pay slips for employees.
· Helping senior accountant with day to day banking and general admin work like communicating with supplier via email or telephone and maintaining inventory. Write business letters, reports or office memoranda using word-processing equipment. 
· Assist Preparing Daily Purchase and Sales Report to All Party and sending deta to company of party wise.

· Prepared to all deta in transfer to company formate and solve the all query.

· Assist to preparing all kind of Month Wise Claim To Sending for Company.
PREVIOUS EMPLOYMENT

Company:      Spice Distribution Ltd
Start:

March-2010
End:                Nov-2010
Position:
 C & F-Coordinator of Rajkot & Rajkot District (Co-Parole)
Responsibility:
· File papers and documents so that they can be easily found when needed.
· Franchisee Billing and Reporting Co Ordering to All.
· Helping senior accountant with day to day banking and general admin work like communicating with supplier via email or telephone and maintaining inventory. Write business letters, reports or office memoranda using word-processing equipment. 
· Assist Preparing Daily Purchase and Sales Report to All Party and sending data to company of party wise.

· Prepared to all data in transfer to company format and solve the all query.

· Assist to preparing all kind of Month Wise Claim to Sending for Company.

PREVIOUS EMPLOYMENT

Company:     Akcros Polymers Pvt Ltd (Rds Point of samsung Rajkot & Rajkot Dis)
Start:

Jan-2011
End:                Feb-2013
Position:
Co Ordinate to Billing & Claim

· File papers and documents so that they can be easily found when needed.
· Franchisee Billing and Reporting Co Ordering to All.
· Assist Preparing Daily Purchase and Sales Report to All Party and sending data to company of party wise.

CURRENT EMPLOYMENT
Company: Al-Hatimy Enterprise (T) Ltd,

                   P.O.Box 2562, Dar Es Salam (Africa)

Start:         10-June-2013

End:           Till Date

Position:    A/c Assistant and Office Block Manager

· Assist Preparing Daily Petty Cash Voucher Report for Different Company.

· Report Preparing and Filing to all Documents for Daily Basis Work.

· Office Block manage and Assist to Prepare all work on office Block
· Assist to prepare all Site Banking Work and Expanse Report.

· Submitted all Report for C-A to Company A/c and Reported to all Work and Expanse to Company wise.

· File papers and documents so that they can be easily found when needed.
· All data day wise easily found in Excel sheet for Pay sheet, Labour Sheet, Banking Work and Expanse sheet 
OTHER SKILLS:

· Execute best outcome in a team environment. 
· Take action to meet work requirements, and seek assistance where necessary, to ensure required outcomes and objectives are achieved.
Reference: Provided on request.
