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Career Objectives
To work in a challenging environment by seeking a position in Accounts department in a reputed organization that rewards loyalty, hard work & positive results in the team upbringing which could upgrade my efficiency, skills and experience.

Employment History
Emirates Photo Marketing LLC (Kodak Distributor – UAE)

Work Area: Accountants / Admin Dept. (Dec. 2006 – till date)
Accounts Dept.: Working on the computerized system ORION
· Handling banking (Deposits, online payments and other payments).

· Preparing bank reconciliation statements.
· Preparation of payrolls and calculation for end of service benefits etc.
· Reconciling local and Overseas Supplier accounts and processing payments.

· Handling petty cash, passing petty cash entries in a system and filing of vouchers accordingly.

· Accounts Receivable follow up and reconciling customer’s accounts.
· Assisting for MIS reports.

· Assisting for yearly Budgeting.
· Passing necessary journal entries for adjusting accounting records.
· Issuing Purchase orders and follow up till the goods receipts.
· Coordinating with freight forwarders regarding shipment clearance.
· Inventory costing.
· Material movements (Invoicing, Material Issue for various projects, location transfer for various locations)
Admin Dept.:

· Inter office communication.
· Procurement of general office stationeries & general office equipment. 

· Coordinating with Vendors for printing & stationery. 

· Coordinating with govt. departments like Electricity, Water Supply & Telephone Services. 

· Coordination with Housekeeping & Security Services. 

· Joining formalities of new employees. 

· Maintaining Records of employees.
· Keeping tracks of new appointments and resignations.
· Exit formalities for cancelled employees.
Network International LLC – Emirates NBD Group
Work Area: Settlement Dept. (October 2005 – November 2006)

· Processing Charge forms (credit card transaction slip) for merchant’s settlement.
· Processing refunds for duplicate transactions.
· Attending merchants calls and do the needful.
· Doing Franchise Settlement (Diners card)

· Doing Franchise Payable Reconciliation (Diners card)

· Processing Airline Payment (Diners card)

Imtraco LLC, Sharjah. Exhibition & contracting specialist.

Work Area: Accounts and Admin Dept. (Sept. 2001 - July 2005)

· Handling Petty cash.

· Keeping the records of receivable & payable, sending monthly outstanding statement to debtors, follow up payments.

· Preparing Trial Balance and bank reconciliation statement.

· Writing workers wages card.

· Drafting business letters and quotations.

· Handling reception desk, receiving all business calls, filing and other office routine works.

Saleh Al Souqi Hardware Trading Co. L.L.C. – Sharjah 

Work Area: Accounts and Admin Dept. (June 2000 – May 2001)

· Data entry.

· Maintaining Debtors and Creditors ledger and follow up payments.

· Self Corresponding.

· Handling reception desk, receiving all business calls, filing and other office routine works.

EDUCATION & ADDITIONAL QUALIFICATION

Graduation



:
B.Com – (Mangalore University)
Computer



:
MS-Word, MS-Excel, PowerPoint, MS-Dos, Access,






MS-Outlook, Internet. 

(Good working experience in Word & Excel)


Accounting: ORION, Tally, DacEasy and Wings

Typing




:
English (Speed – 60 W.P.M.)

Page 1 of 2

