[image: image1.jpg]


 























ARUN


Dubai, United Arab Emirates





Email   : arun.369381@2freemail.com





PERSONAL DETAILS


Father's Name      :   Gopalan KK


Date of Birth       :   18-03-1990


Age                      :   27 yrs


Sex                       :   Male


Marital Status      :   Married


Nationality           :   Indian


Visa Status       :   Employment     (Transferable)


Expire Date 	:   09-06-2017








OBJECTIVES


Seeking a challenging opportunity with your organization where my knowledge, skills and experience can be extensively applied and allows me to learn new environments and concept for my career growth.





POSITIVE ASSETS


Effective team player with practical leadership qualities


Excellent in communication skills


Ability to build & maintain customer relation.


Team oriented mentality





EDUCATION


Bachelor’s Degree in Commerce (B.com) 2007 - 2010


      University of Calicut, Kerala, India


Higher Secondary  2005 - 2007


      Board of Higher Secondary Examination, Kerala


Intermediate 2005


      Board of Public Examination, Kerala


Advanced Diploma in Financial Accounting 2011


      College of Commerce, Vadakara, India


COMPUTER KNOWLEDGE


Tally.ERP9, Peachtree, QuickBooks


MS Office (Word, Excel, Power Point)


Data Entry and Console Operation


Adobe Photoshop, Adobe PageMaker


Other Computer Basics


IT SKILLS	


Working knowledge of different versions of Utility Package MS Office e.g. Office 97, 2000, XP, 2003, 2007 & 2010 – especially Word, Excel, Outlook and PowerPoint presentation.


Used to with the working of MIS and ERP environment.


Working knowledge of Accounting Packages like Tally 4.5, Tally 5.4, Tally 7.2, Tally 9.0 and Tally ERP9.





LANGUAGES


English 


Hindi


Malayalam








WORL EXPERIENCE


Inventory Assistant


Regency Group for Corporate Management (Grand Hypermarket)


Dubai, United Arab Emirates


April 2013 - PRESENT


● Working with ERP Software – Vision 2000


● Perform clerical tasks including answering calls, taking messages, operating printers, and typing letters.


● Utilize word processing applications and spreadsheets for inventory control documentation.


● Supplier Creation, Product Code Creation, Barcode Creation, Price Updating in product maintenance.


● Purchase Order, Goods Receipt Notes, Purchase Return, Shipment Details in Purchase Management.


● Sales Order, Delivery Order cum Invoice, Sales Return, Price Changing in Sales Management.


● Stock Verification, Stock Adjustment, Annual Stock Taking in Inventory Management.


● Data Entry works


● Ensure all filling is done in a timely and accurate manner.


● Preparation of reports to help management to know the current situation of Business.


● Interact with purchase department and prepare report to the management.


● Product Receiving and Returning


Accountant


Tax Matters (Accounts and Tax Consultancy), Kerala, India


May 2011 - March 2013


● Working in Tally Accounting Software


● Preparing and assisting in all Statutory Accounts and Financial works including inventory Management        for various Firms.


● To deal with statutory functions (sales tax)


● To receive and process all invoices, expense forms and requests for payment.


● Management of day to day accounts transactions


● Management of bank transactions and reconciliation of bank accounts


● Management of receivables and payables with updated and age vise reports to management.


● Ensure all filing forms are done in a timely and accurate manner.


● Preparation of reports to help management to know the current situation of Business.











