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Contact HR Consultant for CV No: 342048

E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php
Objective
Seeking a position in accounts or administration of  an organization that would allow the implementation of academic knowledge and work experience with dedication, team spirit and co-operation.
ACADEMICS DETAILS

Master of Business Administration [MBA] – Finance & Marketing from Bharathiar  University, Coimbatore, India.

Bachelor of Technology [BTech   Electronics & Communication Engineering] from 

Cochin University, India

PROFESSIONAL EXPERTISE
Having more than one year experience in UAE and one year experience in India with exposure in the areas of Accounts and Administration with good computer skills.
Organization 1 : Planet Greeners Agricultural Services LLC, Dubai
Position:             Office Coordinator

Period :               May 2016 to December 2016

Accomplishments
· Daily preparation of Quotations, Supplier LPO, Invoices and Delivery note to customers
· Handling petty cash , maintaining Daily Day Book, preparing Bills, maintaining and organizing all records and follow up all enquiries

· Perform general office tasks such as answering the phone, typing letters, scheduling meetings and filing of  documents and updating day to day business

· Assist the Technical Head in training sessions- Preparing presentations, leaflets and related materials

· Provide high standard of customer service to customer needs and maintain the ambience of office interiors

· Perform related duties as required for arising projects
Organization 2: Timex IT Consulting, Abu dhabi

Position:            Junior Accounting Consultant
Period :             August 2011 to November 2012
Accomplishments 
Managed more than eight clients in a variety of industries including health & nutrition, trading and construction , restaurants, studio, flower shops etc.
· Collection of documents from clients, Organize and post clients transactions to respective accounts and update all GL activities

· Processing of purchase, sales invoices, payments and receipts and petty cash maintenance
· Analyse and prepare financial statements including Balance Sheets and Income Statements.

· Perform Monthly and quarterly close process 

· Maintain all bank transactions of the clients also visiting the bank for cash deposits.
· Prepare documentation in support of external and internal audits.
Organization 3 :  Dinesh Engineering Pvt Ltd , India

Period :                August 2007 to May 2008
Worked as a Trainee in projects/Administration Assistant
Responsibilities
· Preparation of bills as per measurement sheets
· Allocation of manpower and resources to regions as per requirement

· Receive and file incoming letters, maintain confidential records and files

· Ensure all filing is done in timely and accurate manner

· Record, monitor office expenses and maintain stationary supplies, co ordinating deliveries
COMPUTER PROFICIENCY
MS Office
Peachtree

QuickBooks
Tally 9.0

Software testing 
Strength   
   
 :  Moderate self monitored ,  Maintain good relationship 


                            with others, Sincere and true to words.

Linguistic Proficiency :  English, Hindi, Malayalam                                                     

