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OBJECTIVE
Seeking a Position with an organization that would allow me to grow my technical skills, creative ability by facing challenging tasks that keep on coming my way and giving me an opportunity to work in a team oriented environment that facilitates me to share my ideas with different people working for the objective of organization.

EDUCATION 
· Currently Pursuing A Degree From Galaxy Degree College Hyderabad, India.
· Board of Intermediate from M.S Junior College in, Hyderabad, India.
· Diploma in ADCA from Hyderabad, India.
· Board of Secondary Education from Royal High School in, Hyderabad, India. 

TECHNICAL KNOWLEDGE
· OS Platforms


:
Windows XP, Vista, Windows 7, Windows 8

· Office Automation Tools
:
MS-Office 2007, 2010 , 2013

KEY SKILLS
1) Knowledge of Tally Accounting Software and ability to use it confidently
2) Accounting experience & ability to manage small business accounts independently
3) Ability to communicate in English, both written & verbal
4) Fair knowledge of Microsoft office programs
5) Willingness & ability to handle other office functions
6) Available to start immediately with no notice period

D U T I E S  & R E S P O N S I B I L I T I E S 
1) Enter all sales, purchase, receipts, payments, expenses, etc in Tally
2) Issue Sales Invoices to customers
3) Issue Purchase Orders to Suppliers

TECHNICAL SKILL
Telly 7, Power Point , 


STRENGTHS
	· Good communication skills and interpersonal skills.

· Highly motivated and hard working
· Ability to work independently and in a team.
· Ability to communicate internal and external contacts.

· Willingness to learn different work profiles.


HOBBIES

Sports – Walking, Exercise, Running, , Bicycling, Swimming, , Team Sports etc 

Music – Playing, Listening
Socializing – Community work, Church Activities, Volunteer Work

Reading, Writing And Computer

PERSONAL PROFILE
                                                  
	Nationality

Marital Status

Gender

Languages Known

	      Indian

Single

Male

English, Urdu and Hindi. 



DECLARATION
I hereby declare that the above written particulars are true to best of my knowledge and belief.

PLACE: UAE                                                                     ( ADIL AHMED SYED )

DATE:
