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SHIJINARIJU                            
SHIJINARIJU.331821@2freemail.com  ________________________________________________________________________
Objective 

To work in a people-oriented organization with a challenging environment, to achieve the corporate goals, and to maximize my skills and experience thus achieving a high degree of work efficiency.
Personal
Date of Birth          : 25/12/1990
Marital Status        : Married
Visa Status              : Employment Visa
Academic
Bachelor degree in commerce with computer applications

Computer Knowledge
Tally 

M.S Office

C A B S (accounting software)
Total Experience                                                        

 2 years (U.A.E)
 4 Years (India)
Experience Record
M.H.Amiri group
2015-Present

(Accountant clerk/General)

Responsibilities:

Update sales and purchase ledger and journals.

Cheque preparation.

Sorting out incoming and outgoing daily post and answering any queries.

Managing petty cash transactions

Controlling credit and chasing debt.

Reconciling finance accounts and direct debts.

 Manual ledger checking.
Assist to prepare monthly accounts statement and submission.

Preparing outstanding balance of customer’s.

Prepare salary to employees.
Control loan payment and repayment of employees.

Documents Control ,reminding to management expiry of documents.

Company trade, tenancy, visa and other documents renewal.
Supporting shipment clearance.

GRP Resource LLC
  2014-2015
(Sales Coordinator)
Responsibilities:

Managing the sales related activity of the company.

Responding to sales queries via phone, e-mail .

Preparing quotation for the queries accordingly.

Making follow up call to confirm sales order or delivery date.

Effectively communicating with customers in a professional and friendly manner.

Supporting the field sales team.

Contributing to customer satisfaction by ensuring the accuracy & timely process of order.

Provide information to the finance department on incoming & completed order as a basis for forecasting cash flow.

Maintain sales records as a basis for report to the senior management team.
Shabari International Company

2011-2014

(Junior Accountant.)
Responsibilities:

Manual ledger checking.

Purchase and sales entry in tally software.

E-filing.

Prepare monthly account reconciliation analysis.

Managing electronic fund transfer.

Chasing debtors.

Ensure invoice payment.

Record accounts payable/receivable.

Sort accounting documents and file them appropriately.

Prepare outstanding balance due to company.
Manage bank credits and cheque.

Assist in cash allocation process.

Assist seniors in audit works.
