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            jose
jose.329455@2freemail.com 
 
	objective

	
	Seeking a challenging job with a growth oriented organization, where my skills, and knowledge will be utilized to their full potential. This position offers me a rewarding and challenging opportunity to further enhance my career.

	Personal attributes

· Total 5 years UAE experience within the  Accounts work
· Able to work unsupervised or in a team environment.

· Hardworking, reliable and conscientious.

· Well versed with MS Office and accounting software 
professional Experience

	
	Working as a Assistant pricing Specialist cum inventory controller in Super Technical FZCO ,which is one of the largest Trading company, located in Jebel Ali Free zone    ( From December 2013- To Till date)

Duties & Responsibilities:-

· Computing  and Approval of Selling Price of various Products
· Costing and approvels of various sales documents 
· Monitoring of Stock Movement in various location and Preparation of Invoice.

· Verification and Tallying of Inventory.

· Procurement of Office stationary after negotiating with various suppliers.
Worked as an accounts assistant cum logistics co-ordinator in Euro Trousers FZC,which is one of the largest manufacturer of garments, located in Sharjah Airport International Freezone ( From March 2011-  Augst 2013)

Duties & Responsibilities:-

· Vouching  & data entry of Purchase Bills

· Suplier and customer Accounts renconcilitation 

· Checking of Salary sheets

· Preparation of Sales invoice
· Co-ordinating with shiping agents and lines for the import clearance
· Preparation of GDNand GRN
· Preparation of MIS report
· Co-oridnating with Quality control manager to ensure the quality of         the goods
Worked as an Admin & Accounts Assistant in Denny Business Inc,  (Tax Consultants) Kerala, India  from Aug’07 –Dec’10

Duties & Responsibilities:-

· Maintain confidential records and files
· Auditing and  Entry of daily vouchers
· Preparation of customer’s ledger
· Preparation of TDS Documents & submitting to tax Dept

· Following up for payment


	education

	
	· Bacherlor of Commerce (B.Com)
· Diploma in Computer Hardware & Networking .
· Excellent Skill in Ms Office 



	personal Interests

	
	Reading, music, and travelling
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