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CURRICULUM VITAE
 VENUGOPALAN
VENUGOPALAN.351333@2freemail.com 

CAREER OBJECTIVE:

I want to utilize my skill to lend a fruitful growth to the organization as well as my professional career to reach new horizons effectively and efficiently as a member of the same.

Professional Experience :
Abdulla R Dossary & Partner Company. Saudi Arabia: Oct 2002-To 1 February 2015.
Worked as Office in Charge: October 2006 to 01 February 2015
· The role encompassed a broad scope of activities & responsibilities, including Administration, Day to day Business activities, Personnel affairs, Pay Roll, Accounts Receivable, Payable and Transportation.

· Dealing with various clients for getting work contract.
· Motivated works to work in different job sites. 

· Preparation of Business letters, quotations and contracts.

· Operating Internet related works.
Worked Division Accountant: October 2002 to October 2006

· Handling computerized accounting system, monthly and yearly statement and overseeing all aspects of Accounts Receivable, Accounts payables and General Ledger functions.
· Prepared & maintained balance sheet, income statement.
· Prepared Journal entries.
· Prepared bank reconciliation statement.

· Responsible for all day-to day operations of accounting and administration functions.

· Conducted Inventory.
· Coordinating with internal audit department and supervising the relation with external auditors and insurance companies.

· Preparation of pay roll 

· Prepare cheques, bank transfer, L/C , L/G.
· Preparing cost report.

Al Muqbil Trading and Contracting Company Saudi Arabia May-1998 to Nov-2001.
Worked as Accountant
· Preparation of Trading and Profit & Loss Account and Balance sheet.

· Prepared Bank Reconciliation statement 

· Prepare Journal Entries.

· Prepare cheque, Bank transfer, L/C, L/G, other related work

· Coordinate with Sales and Purchase department.

· Performing  general duties of administration and personnel affairs

· Operating Internet related works@ Microsoft outlook or e-mails.

· Preparation of business letters, quotations, contracts and various repots

· Conducting Inventory


 Raj Agencies Mumbai    Dec-1996 to May 1998
        Accountant cum Secretary
· Arranging meeting, general Manager with all department and various clients.

· Preparation of Business Letters and quotation and confirmation

· Enter day to day Sales, Purchase and expenses vouches.

·  Prepare Journal entries.

· Issuing invoices and delivery notes.

· Responsible for all incoming and outgoing mails.

· Prepare cheques.
· Answer clients inquires, receiving and sending faxes.

· Filing Documents.
· Worked as a General cashier.

Uni Royal International -1995 November to December 1996.
                Accountant
· Preparing sales invoices.

· Handling cash.

· Reconcile bank and inter company transaction.

· Up date daily transactions.

· Check and enter the cash payment vouchers
· Issues Purchase order, delivery notes

· Filling of airway bill 

· Filling document
EDUCATIONAL QUALIFICATION
Commerce Graduate from Calicut University, Kerala.

Diploma in Financial Management from All India Institute of Management studies, Madras.

Diploma in computer Programming from Indo-German Educational Fund, Mumbai.

COMPUTER SKILLS

Proficient in Excel, word and various computerized accounting systems.

DECLARATION

         I do here by declare that all statements made above are correct and true to the best of my knowledge and belief.

