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CV No: 218226
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Objective:
To associate with an organization which progresses dynamically and gives me a chance to update my knowledge and enhance my skills, which leads to the growth of organization and my satisfaction thereof.

Professional experience:
Accounts & Audit Assistant at chartered accountants, kanhangad, Kerala, India:  Aug2011-Aug2012 (Timing: 9.30am to 5.30pm)

Duties and Responsibilities of Audit work
· Checking day book and ledgers with receipts and vouchers provided by the client to determine the validity and reliability of the information
· Checking the financial statements and verify that amounts recorded are accurate and complete.

· Determining whether financial transactions are reported in accordance with accounting principles generally accepted in industries in which firms are operating

· Preparation of bank reconciliation statement if required while checking the banking transactions
· Address queries and complaints on audit related activities in timely manner
· Interact with the clients for the details requirements in completing the audits

· Detect internal control deficiencies and recommend necessary corrective measures
· Develop audit reports including results, conclusions and recommendations
· Submitting the audit report in front of the Auditor
Duties and Responsibilities of Accounts work

· Accounting day to day business transactions into the tally accounting software on the basis of details provided by the client
· Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions
· Monitor and review accounting and related system reports for accuracy and completeness
· Interact with the clients for the details requirements in completing the accounts
· Preparation of Trial balance

· Preparation of profit and loss statements and balance sheet

· Submitting the final accounts statement in front of the Auditor

Accounts Assistant at City Gold Fashion Jewellery, Kasaragod, Kerala, India:  Sep2011-Sep2012 (Timing: 5.30pm to 9.30pm-Part Time)
Duties and Responsibilities

· Accounting day to day business transactions into the accounting software
· Preparation of sale invoices, purchase orders, customer orders, etc




· Preparation of daily sales report

· Maintain day to day journals and ledgers
· Preparation of monthly attendance report





· Reporting to the accounts manager as well as general manager
Education:
2009-2011
MBA (Master of Business Administration) specialization in Finance, Mangalore University, India – 62%
2006-2009

BBM (Bachelor of Business management), Kannur University, India – 55%


2004-2006

Higher Secondary Education (+2), Kerala State, India – 60%




2004 


S.S.L.C (10th), Kerala state, India – 57%

Technical Profile:
·  Tally ERP 9
·  MS Word, Excel, Power Point, Access, Internet & Multimedia

Language Proficiency:
Speak
: 
English, Malayalam, Hindi
Write
: 
English, Malayalam, Hindi, Arabic
Read
: 
English, Malayalam, Hindi, Arabic
Skills & Abilities:
· Communication, Interpersonal and Presentation skills

· Self confident and optimistic

· Commitment to work assigned
· Finalisation of All Accounts

· Analytical and interpretation skill
· A quick learner and can handle any type of Software
· Very familiar with M.S. Office, Such as; M.S. Excel, M.S. Word and Power Point 

· Excellent Knowledge of Tally and other Accounting Software
Personal Profile:
Age & Date of birth

:
25 Years & 23rd February 1987
Marital Status
: 
Single
Religion
:
Islam

Sex



:
Male

Nationality


:
Indian
Visa Status & Expiry Date
:
Visit Visa 
Declaration:
I confirm that the information provided by me is true to the best of my knowledge and belief.  In view of the above, I request you to be kind enough to give an opportunity to serve your esteemed organization and I shall be very thankful to you.

