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AJAY

AJAY.371080@2freemail.com  
EXPERIENCE

Worked as an Accountant cum Purchase Executive at Solid Engineering in Ajman, UAE (February 2015 – April 2017)
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Job Responsibilities
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· Maintain complete Books of accounts and manage full spectrum of accounting activities.
· Prepare journal, ledger, cash book and subsidiaries in compliance with time & accuracy.
· Prepare and review Vouchers, Delivery note, Debit note, Credit note, Invoices, Receipts, Payment vouchers and any other accounting documents.
· Monitor inventory and perform inventory management and provide appropriate training to subordinates.
· Co-Ordinate Month end procedures including preparation of management accounts updating of Fixed Asset register, Finalization and Preparation of monthly Trial Balance, Income Statement and Balance Sheet.
· Prepare and review Payroll, Employee Settlements, and all other accountings related with the employees.
· Steering Accounts Receivable and Payables activities including accounts reconciliation of customers/vendors, billing, collections & maintenance of Accounts Receivable and Payables reports.
· Responsible for daily funds position, receivables position & reporting to Manager.
· To deal with petty cash and ensure that reconciliations are completed on a weekly Basis.
· Contributes to team effort by accomplishing related results as needed.
· Skilled in managing purchase functions including obtaining competitive quotations, preparing purchase orders, negotiating with suppliers, processing bills and maintaining all records.
Worked as an Assistant Accountant at Bin Majid Group of Hotels in Ras Al Khaimah, UAE, (August 2013 - November 2014)
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Job Responsibilities
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· Working with spreadsheets, sales and purchase ledgers and journals.
· Prepare journal, ledger, cash book and subsidiaries in compliance with time & accuracy.
· Calculating and checking to make sure payments, amounts and records are correct.
· Sorting out incoming and outgoing daily post and answering any queries.
· Managing petty cash transaction.
· Managing and maintaining stock.
Worked as an Assistant Accountant at Land Trades Builders & Developers in Mangalore, India (June 2010 - December 2012).
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Job Responsibilities
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· Preparing necessary documents to be submitted to the bank for foreign payments.
· Payments of the Bills of Domestic Purchase and Keeping track of the overdue accounts.
· Computing Salary and leave Wages, Maintaining pertaining registers.
· Computing & filling of necessary annual & monthly reports to Commercial Tax, VAT, Service Tax and TDS.
· Accounts – Maintaining Cash book, preparing Bank reconsilation statements.
· Handling Cash transactions.
Worked as Guest Lecturer at Professional School of Accounting in Kasaragod, India (June 2012- December 2012).
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Worked as Audit-cum-Accounts Assistant from Charted Accountant’s Office in Mangalore, India (January 2012 – June 2012)
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EDUCATIONAL QUALIFICATION

· Master in Commerce from Mangalore University, Karnataka, India.
· Bachelors in Commerce from Kannur University, Kerala, India.
· Higher Secondary from Board of Secondary Education, Kerala, India.
· SSLC from Board of Public Examination, Kerala, India.
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SHORT TERM COURSE UNDERGONE

· Trained in ERP In 4velocity Software in Finance, Expense & Sales Module.
· P.G Diploma in Practical (Manual) & Computerized Financial Accounting. (Tally 9.0, Peachtree, Quick Books and Wings Accounting.
COMPUTER PROFICIENCY

· Software’s: MS Office Suit, Tally ERP, Peachtree, Quick Books, Wings Accounting.

PERSONAL ATTRIBUTES

· A dynamic and resourceful professional with a genuine interest in the relevant field.
· A quick and continuous learner with good problem solving skills.
· Able to learn and adapt to new environments quickly.
· Easily comprehend the necessities of the needy and always willing to render a helping hand.

PERSONAL PROFILE

	Name
	
	:
	AJAY 

	Sex
	
	:
	Male

	Religion & Caste
	
	:
	Hindu

	Date of Birth
	
	:
	8th Nov 1985

	Marital status
	
	:
	Single

	Nationality
	
	:
	Indian

	Languages Known:
	
	:   English, Hindi, Malayalam, Tulu & Kannada.

	PASSPORT & VISA DETAILS
	
	
	

	
	
	

	
	
	
	

	Place of Issue
	:
	Kozhikode, Kerala, India

	Visa Status
	:
	Tourist Visa
	

	Visa Expiry Date
	:
	12th Oct 2017



DECLARATION

I hereby declare that all the information furnished above is true and fair to best of my Knowledge and belief.

