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CAREER OBJECTIVE
To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self-development and help me achieve personal as well as organizational goals

PROFESSIONAL HIGHLIGHTS
Young, energetic and result oriented Accounts Management Professional offering 9 years of experience in areas of Account Writing, Account Management, Account Advisory, Chart of Accounts Preparation skills among others with the ability to relate to people at any level of business and management; highly ethical, trustworthy and discreet;
·   Have a strong sense of responsibility. Pleasing mannered and studious nature.  

Tactful and can mingle well with people. 

· Possess excellent communication skills.
· Adept at working in high-pressure environments with strict deadlines and multiple deliverables.
· Sound communication skills through clients and persistent dialogue; Disciplined and versatile.

COMPETANCYMATRIX 

· Multi-tasking Worker 
· Work Scheduling among team.
· Time optimization and Concentrate
· Proper utilization of available resources. 

TECHNICAL PROFICIENCY 
Software’s known
:      Mastered in Tally 
Office Applications:      MS office/Excel/Power Point 
             Good typing speed and Internet Knowledge

ACADEMIC CREDENTIALS
B.COM WITH INDIAN & FORIEGN ACCOUNTING

WORK HISTORY 
   Still working , Import Export  pvt company in DUBAI, As an accountant for last 9 years 

· ( Duties are dealing petty cash, Making Letter of credit( LC) in online banking ,Making LBD cheques in bank , Issuing visa in online ,Online bill payment (DEWA &  ETISALAT),Bank reconciliation, and making air tickets Etc…


LATEST WORK EXPERIECE 
 –As an Accountant
· Received and recorded invoices and arranged payments.

· Prepare and send invoices to debtors.
· Calculate and distribute wages and salaries.

· Prepare regular reports and summaries of accounting activities.

· Prepare financial statements and debtors’ listings / Check customers’ credit ratings.

· Maintained Daybook, Sales, Purchase & Stock Registers; posted ledgers.
· Credit control and collection of accounts payables and receivables.

· Reconciliation of bank statements

· Inventory control; billing & stock analysis.
· Prepares asset, liability, and capital account entries by compiling and analyzing account information.
· Documents financial transactions by entering account information.
· Recommends financial actions by analyzing accounting options.
· Summarizes current financial status by collecting information; preparing balance sheet, profit and          loss statement, and other reports.
· Substantiates financial transactions by auditing documents.
· Maintains accounting controls by preparing and recommending policies and procedures.
· Guides accounting clerical staff by coordinating activities and answering questions.
· Reconciles financial discrepancies by collecting and analyzing account information.
· Secures financial information by completing data base backups.

  PERSONAL DETAILS
DATE OF BIRTH                     :  2nd April, 1986
MARITAL STATUS                  :  Married
SEX                                         :  Male

NATIONALITY                         :  Indian 

I hereby declare that all the information given above is true to the best of my knowledge.
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