[image: image1.emf] 

NOOR 
NOOR.351452@2freemail.com 


CAREER OBJECTIVE 
To be part of the good company who gives value to the development career enhancement and give weight to performance and hard work, to be able to contribute and share knowledge, Find a challenging position to meet my competencies, experience, To meet and work with subordinates and clients with different nationalities
RELEVANT SKILLS   
· Over 2 years of experience working in accounting field

· Competent at processing various types of accounts payable transactions using preset imaging software

· Hands on experience in ensuring accurate general ledger posting and responding to vendor queries

· Known for acting as back up to all accounting unit functions

· Working knowledge of Microsoft Office applications

· Results focused and customer service oriented

· Strong verbal, written and listening communications skills

· Adaptable and able to work in a fast paced retail environment

· Team player and dependability 

· Positive/ high energy levels 
· Cultural awareness and sensitivity relating to multi-nationalities

· Demonstrative sound work ethics
WORKING EXPERIENCE
	                DESIGNATION
 SANGEET FUELS ( SHV       LPG India private limited)

    Assistant Accountant 

     Nov 2014- Nov 2016


	                                DUTIES & RESPONSIBILITIES
· Preparing Invoices and follow up to client for Payment received
· Preparing vendor’s payment and vendor’s reconciliation
· Preparing MIS report
· Responsible for updating account records and book keeping
· Maintain General Ledgers
· Responsible for documentation
· Responsible for preparing records of financial information
· Prepare the production's accounts and process payments
· Maintaining in petty cash.

· Responsibility to contribute for a safe and secure production environment

· Ability to conduct an assessment of risks in the workplace
· Review expense reports and cash advances

· Process accounts payable checks and bi-weekly payroll

· Manage electronic funds transfer

· Post and maintain accounting documents in the database

· Ensure invoice payments

· Assisted with general accounting and month-end closing

· Worked with accounts payable / receivable teams

· Reconciled balance sheets

· Reviewed monthly financial statements

· Maintained accounting files

	
	


EDUCATION   
· MASTER OF BUSINESS ADMINISTARTION-FINANCE (2016)
Prist school of business
Tamil nadu, india

· BACHELOR OF COMMERCE-APPLIED (2014)
Annai college of arts and science
Tamil nadu, india
COMPUTER SKILLS

	
	
	MS Office

Operating Sysytem (Os)

Tally Erp9
	Typing

FileMaker

Windows

	


SPECIAL SKILLS

· Flexibility, adaptability and the willingness to learn new skills. 

· Excellent communicator with the unique to work alone or in a team.
· Ability to deal with sensitive people management issues effectively.

· Quick learner and excellent team player.
· Having a warm, friendly & engaging personality.
· Willing to learn new things. 

· Good in multi-tasking. 

· Adaptive to individual and teamwork environment. 

PERSONAL DETAILS

Birth Date

: 
30-04-1994
Gender


: 
Male





Nationality

: 
India 


Marital Status

: 
Single 

Language Use

:  
English and Tamil
Declaration 
I hereby declare that the above information is true to the best of my knowledge and belief and nothing has been concealed or distorted.

