Curriculum Vitae
ABDUL
Email: Abdul.340736@2freemail.com 

Application for the Post of Assistant Accountant
Objective:

                                    To associate myself as a “Assistant Accountant” with an organization that has potential for both Organizational and Industrial Development and has scope for learning and utilizing my technical and other skills. 
Experience: -  INDIA        
· Company          
:  SIFA GROUP SERVICES
· Position

: “Assistant Accountant”

· Tenure

:  JANUARY 2014 To – OCTOBER 2016
Job Responsibilities:
· Handled day to day Accounting Transactions.
· Maintaining Petty Cash.
· Preparing Petty Cash sheet and submitting to Accounts Manager.
· Analysis All Petty Cash Expenses.
· Preparing Cash and Cheque Deposit Slips and deposit in to Bank.
· Preparing Sales and Purchase Invoices.
· Follow-up outstanding Receivable.
· Mailing Outstanding Statement to Debtors.
· Preparing Payable voucher and issued Payment to Creditors.
· Posting General Ledger Entries.
· Preparing Monthly Payroll sheet

· Preparing Bank Reconciliation Statement.
· Preparing Cash Flow Statement.
· Reconciliation of Stock Report.
· Analysis Trial Balance.
Academic Qualifications:
· Completed MBA Finance from Osmania University, Hyderabad.
· Completed B. Com Computers from Osmania University, Hyderabad.
· Completed Intermediate (C.E.C) from Board Of Intermediate, Hyderabad.
· Completed S.S.C (10th std.) from Prathibha High School Certificate, Hyderabad.
IT Proficiency:
· Accounting Packages  : Tally ERP9, Focus 5.5 and Peachtree.

· Operating System        : Microsoft Windows XP/Vista/7/8 & Outlook.
· Other Applications      : Proficient in MS-Office 2003/2007/2010.
Strengths:

·  Self-motivated.

·  Positive presentation and attitude

·  Adaptable to any work environment

·  Fast learner

·  Hardworking and result oriented
PERSONAL PROFILE
 Marital Status

:           Single
Gender                        :           Male
 Religion

:
Islam

 Nationality

:
Indian
 Date of Birth

:
15-08-1992
 Languages known
:
English, Urdu, Hindi, Telugu.
Visa Status

: 
Visit Visa
