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To,

…………………………..…….……….

…………………………..………….

……………………….………….……….

……………………….………….…

……………………………….........

....................................................

…………………………………….


POST APPLIED FOR
             :      “Assistant Accountant ”

CAREER OBJECTIVE:

· To work in such organization where I can share my previous experience for new innovations and bring new trends to benefit the organization and also to enhance my experience and expertise.
WORKING EXPERIENCE: 
· And right know I m Working with “SALEM MOHIYADDIN BIN SAIF & BRO.TRAD & CONT CO.”  salalah-211, Dhofar Oman
Industrial Area in Accounts Department as an “GENERAL ACCOUNTANT” since 30th Dec 2014 To till continue.
· In Engineering Equipment Industry from February 2012 to Dec 2014. as an  Accountant in Fabrication Field at Industrial Area, Adityapur.Jamshedpur.
· In Bramhanand Construction Pvt.Ltd, from June 2009 to January 2012 as an  Accounts and Store Keeper  Work in Construction Job.
· In Bhushan Power & Steel, Orissa from August 2007 to May 2009 as an Accountant Cum store Keeper Job.
ACADEMIC QUALIFICATION:

· Bachelor of Commerce Accounts (Account Hons.) from RANCHI UNIVERSITY in the year 2007 with 2nd Class.
· Intermediate Pass from J.I.E.C. RANCHI in the year 2004 with 2nd Division.
· Matriculation Pass from J.S.E.B RANCHI in the year 2002 with 2nd Division.
PROFESIONAL QUALIFICATION:


· Business Application – Tally ERP-9 Vol. I-II-III, (Fact, Ace, Income Tax, Advance A/C, Investment etc.)
· And also know that Business Application-: Ramco ERP (Inventory information, Purchase Information, Sale information, and payment receive, Petty Cash.
·  Diploma in computer Application like Computer Fundamentals, MS-Office  Internet, Programming in “C”, Tally & VB from Jupiter Systems Software.
· One year Practical Accounting from   ACCOUNTING PRACTICAL TRANING INSTITUTE in the year 2007 with excellent performance.
· Six Month Learning Tally.ERP9+Payroll from SRI RAM TALLY ACADEMY in the year 2010 with excellent performance.
· MS-Office XP and Window 8.1 & Conversant with Windows XP and Window 8.1applications (Work, Excel, PowerPoint, Access). 
JOB DESCRIPTION:
· To check the Accounts Reports.

· To show the yearly Report of FINANCE ACCOUNT (Trading and Profit Loss A/C,                                           Balance sheets).

· Bank reconciliation statement monthly handling.

· Stock verification physically & computerized.

· Internal audit.     
· Maintain and update filing, inventory, mailing and database system, either manually or   using a compute
· Crate the rate of Exchange.

· To the Report of Outstanding Bill, Interest Calculation & Cost Centre.
· Review files, records and other documents to obtain information in respond to requests.

· Complete work schedules, manage calendars ad arrange appointments.

· Process and prepare documents, such as business or government forms and expense report.

· Type, format, proofread and edit correspondence and other documents, from notes or        dictating machines, using computers or typewriters. Count, weigh, measure and/or organize materials.

· Involves Database Files creation through MS-ACCESS, MS-EXCEL.

· LARE POWER Maintenance and Expenses Entry in a Data Files.

· I have knowledge of Daily Voucher Entry & update report.

· Daily Entries and Maintenance of Ledger (Cash/Sales/ Purchase).
· Involved in account activities.

· Involved in Account entry in a different type of Accounting Software.
· To The Entries of BILL WISE DETAILES during Credit Invoice Entries (SUNDRY     DEBTORS & SUNDRY CREDITORS).

· To create & Check the PETTY CASH, CASHBOOK & BANKBOOK.

· Show The Reports of Cash & Fund Flow, Day Book & List of Account.
EXTRA CURRICULAR ACTIVITIES /ACHIEVEMENTS:

· Won 1st prize in block level and district level Football competition.
· Won scholarship in 3rd, 5th, 7th Class and 10th class.
· Won prizes from different organization in block, district level in G.K. Sport & Game Competition.
· Won prizes from steel & metal industry in G.K. Safety Quiz & Cricket competition.
Role & Responsibility

· Controlling overheads of INR 37,00,00,000 per year.
· Making of purchase and Sales Order for the company

· Preparing financial statement and report on a monthly basis

· Reports to the finance manager

· Maintaining Bill Receivables and Payables

· Maintaining Bank Reconciliation 
Key Achievements
· Increased the frequency of reports from quarterly to monthly reports.

· Trained 5 Accountant to join the Company.

· Reduced Days Receivable from 95 to 70 days.

· Reduced overheads of the company by 28%.

· Present the financial statement in better way and outlook.

PERSONAL INFORMATIONS:
Date of Birth
        :
03RD  JUNE 1985
Nationality
        :
Indian

Religion
        :
Islam
Gender
        :
Male

Marital Status
        :
Single
Languages Known
        :     English, Hindi & Urdu (Read, Write &Speak)



Only read  Arabic.
PHYSICAL STATUS


     :
Possess a good and Sound Health.







HEIGHT:

 5’11” 

WEIGHT:

 56 KGS.             

HOBBIES                                             :  Listening and Watching Good Movies.
DECLARATION:
I do hereby declare that all information’s are true, correct to the best of my knowledge and belief.

           I, hope you will consider my C.V.’s favorable and call me for an Interview with the delegate and prove my worthiness and capabilities. I shall be ever grateful to you at all time.

Thanking you 



                yours faithfully,
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From:  


RAHMAN





E-Mail ID:  � HYPERLINK "mailto:rehman.368205@2freemail.com" �rehman.368205@2freemail.com� 












