	FIRSHAD  
Email:
Firshad.353110@2freemail.com 
PERSONAL INFORMATION
Date of Birth : 01-09-1995
Sex                  : Male

Nationality    : Indian

Languages     : English, Malayalam
                         Tamil & Hindi
Interest            : Music and Sports

Marital Status: Single
PASSPORT & VISA DETAILS
Passport Issue place : Cochin, India Passport Issue date   : 15/03/2016
Passport Expiry date: 14/03/2026
Visa Status : Visit Visa (Validity 90 Days – 13th March 2017 to 11th May 2017)


	OBJECTIVE

Contribute to a dynamic and professionally managed organization where I can apply my strong analytical skills and dedicated service confidently for the growth and success of the organization as well as for career development.
COMPETENCIES & SKILLS
· Dynamic and diligent self- motivated innovative person.
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.

· Excellent written and verbal communication skills
· Exceptional organization and time management skills.
· Proficient With Computer skills and comfortable with MS office packages , Excel ,Internet and Emails.
· Ability to prioritize functions to ensure all process is completed.
· Enthusiastic, sincere, initiative and accurate.
· Creative thinking, ability to work under pressure and multi task.

· Excellent book keeping skills in both manual and computerized accounts. 

· Friendly, polite and helpful manner. 

· Easily adjustable to any tasks assigned. 

· Willingness to learn and grow.



	
	ACADEMIC BACKGROUND

· BACHELOR OF COMMERCE
             Specialization  : Corporation
             University        : Calicut

· Higher Secondary Certificate from the Board of Higher Secondary Education, Kerala(2012)

· Secondary School Certificate from the State Board of Secondary Education, Kerala(2010)
TECHNICAL SKILLS

· Accounting package:  Tally,

· DMS (Excellon)

· MSOffice: (Word, Excel,Powerpoint)                           

· Internet & E-mail 




WORK EXPERIENCE
NOORJAHAN GROUP

 (Accounting Assistant – Jan 10 2016 to Feb 2017).
Key Responsibilities:

· Managed vendor accounts, generating weekly on demand cheques.

· Managed financial departments with responsibility for  Payroll, Accounts Payable and Receivable.

· Good Writing Skill For Cheque Writing

· Liased with bankers, insurers and solicitors regarding financial transactions
· Administered online banking functions.

· Reduced credit period from 90 days to 60 days.

· Managed payroll function for 50+ employees.

· Monitored and recorded company expenses.

· Performed general office duties and administrative tasks.

· Managed the internal and external mail functions.

· Provided telephone support.

· Managed 100+ creditors bills and payments

· Handling monthly journal entries, accounts and various ledgers.

· Managing monthly sales and marketing expenses.

· Preparation of final accounts – computerization of accounts of almost all types of business organization using Tally9.0.

· Preparation of Cash Book – Purchase Day Book – Sales Day Book –And other Subsidiary Books.

· Responsible for assigning duties to the staff involved in the process.  
DECLARATION:

    I hereby declare that the information furnished above is true to the best of my knowledge and belief.

   Place:  Dubai                                                                                                          FIRSHAD 
   Date:                                                                                                                        
Page 1 of 2

