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CURRICULUM VITAE

BIJU

BIJU.322959@2freemail.com  
CAREER OBJECTIVE:
Seeking a challenging job commensurate to my experience in order to utilize my skills effectively in a reputed organization with a healthy working environment, which enables a clear objective / development and appreciate quality work.

AREAS OF INTEREST

· Accounting \Finance \Inventory management 

· Office Administration

· Personal Management and Relation
QUALIFICATION:
· BACHELOR OF COMMERCE (University of Calicut, Kerala).
· COMPUTER KNOWLEDGE: 
· MS. OFFICE (Windows, Word, Excel)
· TALLY PACKAGES, TALLY-09
· INTERNET & MULTI-MEDIA.
WORK EXPERIENCE IN INDIA
From March 2000 to April 2002

· Worked with “M/s. HIRAL ENT.” as an Accountant / Office assistant in Mumbai.
 From June 2002 to September 2005.

· Worked with “M/s. TASHKENT OIL CO.” as a Accounts Assistant in Mumbai.
      (Purchase & Sales) 

WORK EXPERIENCE IN U A E
From November 2005 to November 2011,

1. AL MAYA GROUP

Al Maya Group International has the chain of supermarkets and trading companies all over UAE and overseas like Oman, Kuwait, Qatar & U.K. Responsible for overall stock maintaining, placement of orders, invoice checking, computing daily sales proceedings, monitoring fast moving items and its timely replenishing, market survey and monthly consolidation of sales etc.

· Worked as Inventory Operator (JDE) with Al Maya Group in Al Maya Hyper Market, Lamcy Plaza.
· Worked as Inventory Operator with Al Maya Group Bur Dubai Branch.
·  Inventory Operator with Al Maya Group Al Ain City Centre LLC. 
JOB RESPONSIBILITIES:

· Technical Support for Stock Taking with PDT Scanners.

· Technical Support for receiving goods with PDT including Downloading and Uploading Data of PDT. 

· Worked on Inventory Control and Sales system in JDE.

· Reconcile & rectifying the various purchase, sales and stock reports.

· Checking the Margine & do the necessary action.

· Receiving (INVOICES, GRV, BR. DEBIT,ORDER TRANSFER) and related other computer works.
2. KHALID AHMED FOUDEH TRADING CO LLC
This is a Dubai based trading company dealing in supply of  fruits & vegitables. Their main customers (Abudhabi area)  are,  ADNH, NCTH, CCC, MUBADALA Group, Al JABER Group.
(From January 2013 to January 2015, as an Accountant in  Abu Dhabi Branch),
JOB RESPONSIBILITIES:

1. Posting of transactions  to generate Financial Reports.  

2. Handles cheques for deposits and monitors bank transfer as Payments

3. Generates customer Invoices. 

4. Handles Accounts Payables (Suppliers Invoices).

5. Monitors all outstanding invoices (Accounts Receivables) and Debt collections.
6. Responsible in handling the book of accounts of the company like Accounts Receivables & Accounts Payables. 

7. Monitoring outstanding payments and outstanding receivables for each suppliers and clients.

8. Responsible in documentation and monitoring of internal control.

9. Deals with customer complaints and find suitable solutions.

10.  Monthly Reconciliation of the statements & confirmation sending to the customers.

       SELF-APPRAISAL
· Good interpersonal skills. Fast learner, possessing ability to work under pressure and very particular about meeting deadlines.
· Strong ability to produce results within a team environment or independently, utilizing a positive attitude, self-motivation and commitment. 
PERSONAL PROFILE

Date of Birth


:
10th May 1977
Gender 


:
Male.
Place of Birth


:  
Kerala, 

Nationality


:
Indian.

Marital Status

:
Single.


Language Known

:
English, Hindi, Arabic and Malayalam.
Visa Status


:
Visit Visa. (Expiring on 14/12/2016)
DECLARATION: 
I hereby declare that all the above mentioned information is true to the best of my knowledge. Given an opportunity, I would dedicate my best efforts and aim to excel in whatever task that may be assigned to me.                       
