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    RESUME
 ABUTHAHIR






 Email: ABUTHAHIR.322298@2freemail.com 
Objective
Have high desire to work in a professionally enriched environment with carrier enhancing job profile expecting to grow with the organization, in which I am associated with and interested to take up challenging work assignment.

Strengths  
· Strong Interpersonal & Communication Skills

· Strong Ethical commitment to my job & people around me

· Self Motivated personality with flair for Teamwork

· Confident, Honest, Patient & Forthright Person

· Hardworking and posses short learning curve
Areas of interest:

· Office Administration

· Procurement Dept
· Accountant Tally ERP 9
· Inventory & Document control

· Logistics & Supply chain
TOTAL EXPERIENCE


:
  6 years 





   (6 Years Gulf Experience)
Current Job:

Working with Al Maya Group, U.A.E. as INVENTORY AND DOCUMENT CONTROLLER since 2011 to till date.
Responsibilities:
· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, or presentation software 
· Dealing inventory & accounts 
· Open, sort, and distribute incoming correspondence, including faxes and email
· Maintaining records of day to day office transactions.

· Responsible for maintenance of petty cash book.
· Making Payments of Import and Local Purchases.
·  Preparation of Daily Purchase Statements (cash & credit)

· Creation of new Stock Purchasing and Branch Transfer out at cost (S9).

· Damaged goods detailed report to senior for insurance claiming.
· Monthly management account preparation

· Production of profit and loss

· To complete and maintain sales invoices and reports

· Daily bank receipts postings

· Set up new suppliers on accounting software

· Reports on debtors and creditor
Previous Employment History:
Worked as Gold loan and Accounts Department with Manappuram Finance Limited, Bangalore, India May 2007 to Sep 2010.

Responsibilities:
· Evaluate credit worthiness by processing loan applications and documentation within specified limit.

· Interview applicants to determine financial eligibility and feasibility of granting loans.
· Determine all applicable rations and metrics and set up debt payment plans

· Communicate with clients either to request or to provide information

· Justify decisions (approvals/rejections) and report on them

· Complete loan contracts and counsel clients on policies and restrictions

· Update job knowledge on types of loans and other financial services

· Maintain and update account records

· Working with spreadsheets, sales and purchase ledgers and journals.

· Preparing statutory accounts.

· Calculating and checking to make sure payments, amounts and records are correct.

· Sorting out incoming and outgoing daily post and answering any queries. 
· Managing petty cash transactions. 
· Controlling credit and chasing debit. 
Worked as Control operator with Fast Track Call Taxi, Chennai, India from Sep 2010 to Feb 2011.

Responsibilities:
Give information to the customers regarding their concerns.
Provide customers with product and service information.

Develop trusting relationships through all clients, presents self professionally, confidence and enthusiasm.

Inform customers about their previous and current billing statement.

Record and encode the information that the customer gives.

Educational Qualification:
· BCA – (Bachelor of Computer Application).
· Diploma Tally.ERP 9


Computer Knowledge

 Operating system
 :   Windows xp, windows 7 
 Package                
 :   MS Office Suite 2003/2007

Working software        :   JD Edwards One World - oracle (9.1.3)
Basic knowledge           :  Visual basic

Office Equipment Knowledge

Fax Machine, Photocopy Machine & Scanner

Personal Details

Date of Birth

:
10/04/1989

Marital status

:
Un-Married


Nationality
           
:
Indian

             Language Known   
:             English, Hindi, and Tamil, Malayalam
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