
NIRAJ 
NIRAJ.343754@2freemail.com  
EDUCATION:
Bachelor of Business Administration in Finance                 Year 2013-2016
Sikkim Manipal University 

India

Higher Secondary School in Commerce                              

Holy Child English School 
Ahmedabad,  Gujarat, India.



WORK EXPERIENCE:

Position: Accountant & Administration & Coordinator

Rainbow Sky Logistics LLC- Dubai, UAE.                          April2015 - June2016

•
Manage and oversee the daily operations of the accounting department.
•
Take care of routine accounting functions; handle daily accounts data entry, 
Prepare reports, balancing etc.
•
Maintains rapport with customers, managers, and employees by arranging continuing contacts; researching and developing new services and methods setting priorities resolving problem situations

•
Maintains continuity of work operations by documenting and communicating needed actions to management

•
Responsible for organizational functions and general meeting support: 
          including arranging, follow up calls maintaining office space schedules, 
securing food and supplies

•
Coordinates and oversees the day-to-day management of supplies, equipment, 
and facilities for the organization, as appropriate, to include maintenance, 
inventory management, logistics, security, and related activities.
Position: Accountant & Administration

Shivom General Trading LLC-Dubai, UAE


Aug-2012 – March-2015

•
Handling All Accounting & Administration work independently.

•
Handling Bank Facility with Citi.N.A, Emirates NBD, UAB & Habib Bank.

•
Handling open LC, Trust Receipt (TR), DP, DA all relevant documents.

•
Handling to arrange to collect documents from banks

•
Handling Bill discounting, Cheque discounting from four banks

•
Follow up with bank for Maturity for TR documents.

•
Preparing to submit export documents collections.

•
Prepare in-house financials quarterly and submit to banks accordingly.

•
Prepare online transfers. 

•
Bank Reconciliation, Cash Reconciliation.

•
Monthly Review of Receivables and follow up of the same to ensure cash flow 
to the organization

•
Periodical Verification of Stock.

•
Prepare cash voucher, Payment voucher, and assist in the preparation and 
finalization.

•
Preparing cheques & invoices for the suppliers/service providers without any 
delay.

•
Inviting quotation, placing order and issuing LPO to the concerned

Company after negotiation

•
Keeping track with the defaulters in payments and keeping updates.

•
Data entry  (25-30 wpm).

•
Preparation of Salary & annual leave salary Etc. of the staff by using 


 Wages Protection- System(WPS).

Position: Accounts Assistant

Sun City International Hotel-Bur Dubai, Dubai- UAE             Aug-2009 – July-2012
•
Assist All Accounts Work

•
Bank Reconciliation, Cash Reconciliation.

•
Monthly Review of Receivables and follow up of the same to ensure cash flow 
to the organization

•
Processing of Invoices, Payment Vouchers and Receipts etc.

•
Handling of Banking Affairs,

•
Manage the basic accounting functions and prepare management reports.

•
Prepare cash voucher, Payment voucher, and assist in the preparation and 
finalization.

•
Receive-record invoices, arrange payments, prepare and send invoices 

•
Depositing daily collection with the concerned bank(s)


SKILLS:
Language Known: English, Basic Arabic, Hindi, Gujarati & Sindhi

Technical Exposure: 
· Tally ERP 9.
· Microsoft Word, Microsoft Excel, Microsoft PowerPoint.
· Mcse course from Aptech Computer Institute Dubai.
· Computer Hardware course from Aptech Computer Institute Dubai. 



OTHER INFORMATION:


Holding Valid U.A.E Driving License(Own Car)
Issue Date: 08/02/2010

Expiry Date: 08/02/2020

Place of Issue: Dubai


PERSONAL DATA:

Date of Birth
:  29/12/1986

Gender

:  Male

Nationality

:  Indian

Marital Status
:  Single

Visa status

:  Visit Visa



REFERENCE:

Will provide as per demand
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