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CAREER OBJECTIVE:

Seeking a position in an organization that offers vast opportunities of growth and development, where I can apply the best knowledge and skills for the development of organization and to strive for the growth of both the organization and the individual.

ACADEMIC QUALIFICATION:

· B. Com (Bachelor of Commerce) from Osmania University in 2010.

· Intermediate from Board Intermediate Education A.P

· SSC from Board of Secondary Education A.P

WORKED EXPERIENCE:

· Organization

:  RAJ ENTERPRISES TASS (Tata Motors Authorized Service).                                    

· Designation

: Assistant Accountant  
· Duration

              :  3 years (From July’ 2014 to February 2017.)
Job Profile: 
· Maintaining entire account books in manual as well as in computer.

· Issuing cheques by utilizing the limit with various banks and reporting daily bank position.

· Preparation of monthly Bank Reconciliation Statement.

· Preparation of salary statements & maintaining the Payroll.


· Look after the payment to suppliers.

· Preparation of monthly Profit & Loss Account.


· Negotiate the quotations from the suppliers along with purchase manager.

· Maintain healthy & friendly atmosphere in the accounts department

· Had been associated in the areas of Financial Accounting – A/R,  A/P, G/L, Fixed Assets , Payroll, Trial Balance , Profit & Loss & Balance sheet.

· Preparing the Receivables every week for the customers

· Reconciliations of accounts weekly and monthly basis – bank, suppliers, Customers, G/L, cash, petty cash.

· Preparing all the closing entries each month with Depreciation, Prepaid expenses, Provision. Etc.

· Maintains cash flow by monitoring bank balances and cash requirements.
COMPUTER SKILLS: 
· Windows 2000/XP Operating System.

· Window based application such as MS Word, Excel.

· Computer & Manual accountancy such as Tally ERP9, Peachtree, Focus, Wings.
STRENGTH: 

· Good communication skills with good analytical, logical & problem solving ability.

· Ability to work in a fast-passed changing environment.

· Motivated & committed to excellence.

· Willing to do work in flexible hours.

· Can easily adopt any environment & can use my skills to contribute positively to any work situation.

PERSONAL DETAILS: 

· Name



:  
SK MUSTAK
· Religion


              :
Islam

· Nationality


:  
Indian

· Marital Status


:
Single

· Age &Date of Birth

:  
26 Years & 30th May 1989

· Languages Known

: 
English, Hindi, Urdu and Telugu

Declaration:

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


Email: � HYPERLINK "mailto:shaik.368469@2freemail.com" �shaik.368469@2freemail.com�


Visa Status: Visit Visa, 











