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Dear Sir/Madam,

I believe that the process of meeting a global objective of ‘Committed and Competent employees’, begins with the right recruitment of the right people. Kindly see attached resume for your review and consider introducing it to your clients.
With my 3 years+ of solid experience in Accounts field within account’s & finance. I firmly believe that I can be an essential part in development of a company. Possess excellent capabilities in handling tasks related to accounts Operations.

Having demonstrated an exceptional capability in meeting organizational objectives, establish a strong report with management for business retention and loyally, handling tasks and being a team member towards professional excellence and achieving cumulative results.  I have utilized my strong analytical skills and creative problem solving capabilities in shaping challenges into concrete achievements which made notable enhancement to business growth.  Possess ability to perform under pressure and communicate with different management levels. All these mentioned facts are credentials that I can contribute to the success of your organization.

Sincerely, 

Resume

   Syed 
Professional Experience
 Veekay Computers And Marketing Pvt Ltd.
Duration: May2012 – August-2014
Designation: Accountant.
Job Profile:
· Maintain Accounting Ledgers and perform reconciliation.

· Preparing Vouchers and Making Verification.

· Passing Credit & Debit notes against customers and vendor in system.

· Follow up with customers for avoiding delay in payments.

· Monitoring day to day cash and bank transactions.

· Preparing and analyzing various reports showing daily/weakly/monthly sales & purchases.

· Book Keeping.

· Responsible for Preparing Local Purchase Order.

· Preparation of Cheque for sub-brokers and Clients.

· Preparation of Month Wise Bank Reconciliation Statement. 
· Maintain Computerized Accounting Records

· Sending Internal & External Mails
· Handled Accounts payables, Accounts Receivable and filling them
· Maintain important customer details.
Valley Solid Contracting Company. K.S.A
Duration: 14th.Nov.2015 – 9th.May.2016.

Designation: Accountant.

Job Profile:

· Making Invoices and Statements.
· Collecting Way Bills and Making Verification.

· Issuing Credit & Debit notes.
· Book Keeping.
· Handling Equipment & Rental Invoices.

· Preparing Weekly And Monthly Reports.
· Monitoring for on time submission of Invoices.

· Tracking online status of invoices on portal.

· Preparing accrual reports when required.

I.M. Sales Corporation Hyderabad
Duration : May.2016 – Jan.2017
Designation: Accountant.
Education & Training
· Master Of Business Administration(Osmania University) 

· Bachelors of Commerce(Osmania University) 
IT Skills
MS Office


: Word, Excel, PowerPoint

Accounting Package
: Tally 7.0 & Tally ERP-9 & Point of Sale (POS)                                                                                       
Operating System

: Windows, Windows XP, Windows 7, 8 & 10.
Personal Details
Date of Birth

: 29th April 1989

Nationality

: Indian

Marital Status
: Married
Language

: English, Hindi, Urdu

Reference 

: Available upon request

Location                    : Hyderabad, India.
Original Certificate and references furnished upon request.          
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