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ASIF  
ASIF.331194@2freemail.com 

CAREER OBJECTIVE:
Better Position in professionally managed organization where my experience, skills and education can be utilized effectively for mutual benefit and positive result.
BRIEF PROFILE:
· 2Yrs, 6 months of Experience in Retail Sales, Accounting & Cash Administration.
· Worked as a Data Entry operator Unify co. Bangalore
· Team player with problem solving skills and a quick learning; Ability to adapt to new environments and technologies.

· Efficient in communication through English, Hindi, Kannada, Malayalum, Tamil.
· Habitually relaxing through listening to music, playing sports and watching TV.
WORK EXPERIENCE:
1. ACCOUNTANT AND CASH ADMINISTARTION:
Responsibilities:
· Maintenance of financial books and related financial and non-financial records.
· Obtain, date-stamp and file all documents which support authorized purchases and services rendered (PR’s, PO’s, Delivery Notes, signed Receiving Records, Contracts etc.) for future matching to invoices
· Responsible for the Main Float and maintain Float Lists. 
· To ensure that cash collection should be deposited into the bank on daily basis (working days) .
· Is responsible for the safety of property and people once the daytime managers are off duty.  
· Invoice posting.
· DATA entry, Resolve discrepancies’ of cost, quantity of the total received items on daily package invoice as per our system price and fixed average cost.                                                                                                                                                                               

· Handling the cash Register
· Current cheque posting and cash deposit on daily basis.
· Petty cash maintenance.
· Making credit card reports and settlement on daily base and filling.

· Research and resolve payment discrepancies, process credit card payments and credits in a timely manner, stay in close communication with management about any collection issues or problems. 

· Oversee the day to day transactions of AR dept. 

· Posting monthly cash and Cheque receipts. 

· Maintain monthly cash receipts and commission documents

· Petty cash preparation and Failing documents

· Coding of invoices and passing through the payments. Checking all purchase statements, handling petty cash for the dealership
· Coordination and follow up with finance and accounts
2. JUNIOR ACCOUNTANT:
Responsibilities:
· Maintaining General Ledgers, Party Ledgers, Sales Ledgers, Purchase Ledgers.
· Preparing of MIS reports (related to Sales, Purchase and Transportation) on fortnight basis.                                                                                                  
· Responsible for collecting funds from debtors.
· Maintaining of Attendance Register.
· Doing Voucher entries.
· Employee file management and update.
EDUCATIONAL QUALIFICATION:

· Bachelor of Business Management from Mangalore University Karnataka.
· Diploma in Co-operative Management from Madikeri Coorg.
· Pre University College, Coorg, Karnataka.
· SSLC, Karnataka Secondary Education Board.
COMPUTER SKILL:

· Diploma in Computer Application (DCA)
· TALLY 9
· Internet,Nudi

· Peachtree
PERSONAL SKILLS AND ABILITEIS:
· Highly responsible and Discipline
· Co-operative and posses team work

· Customer service oriented

· Good Communication 

· Operating Email and Internet
· Can do attitude and problem solving
STRENGTHS:
· Ability to adapt to changing environment.

· Enthusiastic, Patience and Perseverance.

· Self-motivation and High energy level.

· Hard working and sincerity.
PERSONAL DATA:
Date Of Birth

: 31  MAY 1990
Nationality

: Indian

Marital Status

: Single
Visa Status

: Visit Visa
DECLERATION:
I believe in my qualities, I can serve at my best and I do hereby declare that the above furnished details are true and correct to the best of my knowledge and belief.[image: image4.jpg]


[image: image2.png]


[image: image3.png]



