To,
HIRING MANAGER
Dear Sir,

I take this opportunity to submit my candidature for the post mentioned in the subject line. My detailed resume is attached herewith for your kind perusal and assessment. I hope my qualifications and experience is commensurate with your requirements and that it will introduce me as a potential candidate to your good self.

RESUME
SHAIK 
Shaik.356464@2freemail.com

CAREER PROFILE :
Securing a responsible position in a reputable organization that enables me to utilize my experience, capabilities and knowledge in a way that brings value to the organization and me.
EDUCATIONAL QUALIFICATION:
· Bachelor of Commerce from Osmania University,  

PROFESSIONAL EXPERIENCE:
· Organization 
: 
MEENA JEWELLERS L.L.C,DUBAI U.A.E.
· Period

: 
June 2013  - Present 

· position
: 
Accounts Executive 
ORGANIZATION PROFILE:
· MEENA JEWELLERY is stringed by thousands of emotions. Some are expressive of love, leading specialist Retail of JEWELLERY Large designs in Indian necklaces, earrings, rings, bangles, exclusive diamond creations in precious stones like Ruby, Emerald, Sapphire and other semi-precious stones are a huge hit among our Patrons. Products
Purchase & Payables Responsibilities:
· Posting of purchases invoices with respect to the supporting documents.

· Process of vendor’s payments, on agreed due dates.

· Handling Metal and Cheque payments of local suppliers. 
· Reconciling the supplier statement of accounts.

Sales & Receivables Responsibilities: 
· Process of sales invoices as per the customer order.

· Preparation of monthly sales report.

· Preparation of Ageing Receivables Analysis and following up with sales persons for collection.
· Payments and to review the terms of sales, service, or credit contracts.

· Recording of receipts from clients.
· Reconciling the customers statement of accounts 
Bank & Trade & Finance Responsibilities:
· Reconciliation of bank statements 
· Review daily bank balances and monitoring internal fund transfers to ensure that all bank accounts are sufficiently funded to meet all business commitments of the company.

· Keeping the track of PDC’s issued and ensures it clear from bank with sufficient funds in it.
· Ensures cheques and cash are deposited in the bank on the daily bases. 
 Accounting & Financials Responsibilities:
· Disbursement of Petty cash and recording the daily cash expenses.

· To manage monthly general ledger posting & closing, passing necessary journal entries to make system more accountable.

· Recording of monthly accruals and allocation of prepaid expenses.
· Maintaining the assets register and allocating the proper depreciation.
· Preparation of cash flow & fund flow statements.

Inventory Responsibilities:

· Maintaining Jewellery stock levels to ensure timely availability of products
· Setting operational standards for all staff to follow.

· Using electronic inventory tracking to scan stock and reconcile inventory.

· Verify computer data with physical count of stock and adjusts errors in computation, then count, or investigate and report reasons for discrepancies if there is any.

· Complete and issue weekly inventory reports to the supervisor
· Kept careful documentation of all incoming inventory.
COMPUTER SKILLS: 
· Diploma in Accounting Packages (Peachtree, QuickBooks Pro, Tally, Wings & Focus).

· M.S-Office.(Word, Excel, PowerPoint & Outlook)

· Suntech Business Solution(Costomised Software For Jewellery Industry)
PERSONAL DETAILS:

Date of Birth

 
: 
15th Feb 1988
Marital Status 


: 
Marred
Languages Known

: 
English, Hindi, Urdu and Telugu 

Nationality 


: 
Indian

Visa Status


:
Employment
