
APPLICATION FOR JOB
To: HR Department
Dear Sir / Madam

I introduce myself as a professional Graduate with relevant experience.

I have around 7 years working experience in the field of Finance .Presently I am employed as Accountant cum storekeeper  at VeeTech Instrumentation & Control Service, Abu Dhabi.

I strongly believe that my knowledge of the subject and attitude would enable me to learn and grow with the job in your organization. I also believe that I have a great deal to offer your company and that I have the ability and determination to perform well in the position you would offer me. 

For giving me an opportunity, I assure you that I shall make it my earnest endeavour to discharge sincerely and competently the duties entrusted to me. 

Thanking You 

Sincerely Yours
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ANOOPKUMAR 
 Anoopkumar.335470@2freemail.com 

PROFILE :
                 Experienced and self motivated Graduate from a reputed university, looking for challenging work opportunities to prove my skills and use my professional qualifications to the optimum and be part of an organization having excellent goodwill. At the same time, to reach my personal goals

CAREER VISION :
                  Wish to work with your organization with the hope of getting an opportunity to prove myself by utilizing my skills, knowledge, professional experience, methods, and ways to benefit to the organization in all the possible ways.

SKILLS AND COMPETENCIES :
· Ability to work varied hours/days, including nights, weekends, and holidays, as needed. 
· Excellent English written and oral communication skills.
PROFESSIONAL WORK EXPERIENCE :
· Working as Accountant Cum Storekeeper at VeeTech Instrumentation & Control Service,Abu Dhabi, U.A.E

· Worked as Accountant at Green Park Hotel ( 3 Star) In Angamally, Kerala, India
· Worked as Accountant Cum Cashier In Surya Enterprises, Chalakudy, India
WORK EXPERIENCE DETAILS :
2011 July 9TH  onwards till date in : 
Company : VEETech Instrumentation & Control Service ; in Mussafah (P.O.Box: 127925) ,Abu Dhabi  
Designation :Accountant cum store keeper.
VEETech Instrumentation and Control service is one of the pioneer service providers in the Marine,Automation,Oil & Gas Sector in Abu Dhabi (Registered In 2006).The Firm is certified with ISO 9001:2008 ,OHSAS 18001 and ISO 14001 
Responsibilities  as  Accountant

1.Maintaining Daily Cash position and petty cash distribution.
2.Payroll and HR activities in the firm and reporting to management.

3.Handling of accounts receivable and payable ledger  with preparation, follow up and distribution.
4.Bank reconciliation and bank documentation handling.
5.Reporting to the Management about the cash flow and Daily account details.

6.Auditing of the Offshore and onshore projects and Contract  work 
7.Monthly Balance sheet & Profit and Loss A/c drafting for the Audit.
8.Work as a group to achieve the sales Target and Preparing the Monthly and Yearly Sales   achievement and Reporting.

9.Key role in the accounting.
Responsibilities as Store Keeper 

      
1. Displaying and Arranging the Stock  as per ISO standards. 

2.Daily  Store activity & keeping the ledger update  in the ERP (INTEGRA) and Weekly reporting.

       3.Preparing the Order and its  follow up.
4.Local & International Purchase and Freight handling.

5..Faced ISO auditing in the firm for the purchases and Stock.

2011 Jan 1st to June 30th ( 6 Months)

Company /Firm : Sivadasan & Co. a Chartered Accountant Firm in Thrissur, Kerala.
Designation : Assistant Accountant as Registered Sale Tax Practitioner.

Responsibilities

1. Preparing Monthly Return of Purchase &amp; Sales

2. Income Tax & T.D.S filling.

3. Monthly sales tax (Vat) Preparations and Submission

4. Auditing the Accounts of companies.

5. Balance sheet &amp; Profit and Loss A/c drafting.

6. E-filling of the companies.             

2010-2011: ( 1 Year)
Company /Firm : GREEN PARK HOTEL (3 Star Hotel) in Angamally, Kerala , India
Designation : Accountant cum Cashier 

Responsibilities

1. Stock Tally &amp; Verification of Stocks

2. Preparing daily &amp;Monthly reports of stock &amp; all type of  Transactions

(I.e. Sales, Purchase, cashbook Etc)

3. Billing And Cash Handling

4. Purchase orders processing &amp; follow up

5. Auditing of Accounts

2007-2008: (1 Year)

Company/Firm : SOORYA ENTERPRISES FOR GOLD LOAN 
Designation : Accountant cum Clerk
Responsibilities
1. Dealing with the clients and promotion of the business.
2. Follow up and collection of dues and posting on a daily basis.
3. Balance sheet & Cash Flow statement Preparing.
4.  Income tax filing
PROFESSIONAL QUALIFICATION :   

· Qualification              :       Master of Commerce (M.Com)
· Institution                 :        PMG College ( Calicut University)                
· University                  :        Thrissur. Kerala       
· Year                           :        2008-2010
COMPUTER SKILL :    

a) ERP Solution ( Integra)

b) Advanced Diploma in Computerized Financial Accounting.
c) MS-Office.
COMMUNICATION SKILL :
Effective and efficient Writing, Oral, and Listening Skills in

· English 

· Hindi 

· Malayalam
PERSONAL DETAILS :
    
Age & Date of birth
:
30 years, 05-03-1986


Marital Status

:
Married

Nationality

:
Indian
            Visa Status                    :
Residence Visa (working)             


Hobbies

:
Painting & crafting. 

Place : Mussafah, Abu Dhabi  







Date   : 17-01-2016                                                  
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