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CAREER OBJECTIVE:         

A challenging and responsible position to utilize and enhance my analytical skills required for making a mark 
in this competitive field. 
Willing to work with my full potential, confidence and assuring for the best of my ability to work hard.

ACADEMIC QUALIFICATION:

	Board
	College / Institute
	Year of Passing
	 % Marks    Obtained

	I.T.I  – Computer Software
	I.T.I. – Bilimora, Gujarat
	July 1997
	   80.00%

	H.S.C – Commerce
	Tata Boys - Navsari, Gujarat 
	March 1996
	   54.00%


ADDITIONAL QUALIFICATION:

· Trade Test Certificate in Computer from Father Agnel Industrial Institute,Bombay 
WORK EXPERIENCE



Organization 


:
Dhartidhan Ceramic & Home Décor ( Navsari )
Industry


:
Ceramic & Marble Showroom 
Designation


:
Accountant & Inventory Controller
Duration


:
15-03-2016 to Till Date.
Job Responsibilities
· Handling Cash , Maintain Item Stock, Sales Entry, Purchase Entry, Bank Payment, Bank Receipt 

· Preparing cheques for payment. 
· Maintain Basic Accounts, Generated Accounting Reports & Stock Reports, Ledger Reconcile 

· Handling Attendance Software and preparation of Salary Sheet.
· Daily Backup & Solve LAN Network Problem , Printer Installation 
Organization 


:
Impact Express Shipping LLC (Dubai-UAE )

Industry


:
Shipping Company 
Designation


:
Accountant 
Duration


:
21-07-2015 to 30-11-2015.

Job Responsibilities
· Handling Petty cash , Sales Entry, Purchase Entry, Bank Payment, Bank Receipt ,Bank Reconciliation, Journal Voucher, Debit Note, Credit Note

· Preparing cheques for payment.
· Maintain Basic Accounts, Generated Accounting Reports & Stock Reports, Ledger Reconcile 

· Handling Attendance Software and preparation of Salary Sheet.
· Daily Backup & Solve LAN Network Problem , Printer Installation, Outlook Email Configuration
Organization 


:
Concept Flexible Packaging LLC ( Ras Al Khaimah, UAE )
Industry


:
Flexible Packaging Manufacturer (Printing)
Designation


:
Account Assistant & Computer IT Incharge 
Duration


:
01-03-2012 to 08-05-2015.
Job Responsibilities
       

· Handling Purchase Entry, Bank Payment, Bank Receipt, Bank Reconciliation, Journal Voucher, 
Debit Note, Credit Note

· Preparing cheques for payment.
· Maintain Basic Accounts, Generated Accounting Reports & Stock Reports, Ledger Reconcile 

· Handling Attendance Software and preparation of Salary Sheet.
· Daily Backup & Solve LAN Network Problem , Printer Installation , Outlook Email Configuration

Organization 


:
 Kiran Industries Pvt.Ltd.  – Udhna, Surat.                                                     

Industry


:
Textile – Polyester Texture/ Dyed Yarn Manufacturer
Designation


:
Accountant cum Computer Incharge    

Duration


:
03-04-2010 to 25-02-2012 

Job Responsibilities
       

· Handling Purchase Entry, Bank Payment, Bank Reconciliation, Journal Voucher, Debit Note, Credit Note

· Preparing cheques for payment.

· Maintain Stock Reports and Production Reports.

· Daily Backup & Solve LAN Network Problem , Printer Installation.

Organization 


:
 Vishal Poly Yarns Pvt.Ltd.  -  Kim, Surat.                                                    
Industry


:
Textile – Polyester Textured/Dyed Yarn Manufacturer
Designation


:
Accountant cum Computer Incharge
Duration


:
01-08-2004 to 31-03-2010 ( 5 Years & Above )
Job Responsibilities
       

· Purchase Entry, Bank Payment & Receipt , Bank Reconciliation, Journal Voucher, Debit Note, Credit Note

· Preparing cheques for payment.
· Daily Backup & Solve LAN Network Problem, Printer Installation.

Organization 


:
Govind Agencies Pvt.Ltd.  – Kim, Surat.                                                      

Industry


:
Textile – Polyester Texture/Dyed Yarn Manufacturer 
Designation


:
Account Assistant cum Computer Incharge
Duration


:
15-07-2001 to 31-07-2004 ( Approx. 3 Years )

Job Responsibilities
       

· Purchase Entry, Bank Payment, Bank Reconciliation, Journal Voucher, Debit Note
· Preparing cheques for payment.
· Daily Backup & Solve LAN Network Problem , Printer Installation.

Organization 


:
 Navpad Textile Industries Ltd.  – Kim, Surat.                                                    

Industry


:
Textile – Polyester Texture/ Dyed Yarn Manufacturer 
Designation


:
Computer Operator
Duration


:
02-02-1998 to 14-07-2001 ( 2 Years & Above )
Job Responsibilities
       

· Make Sales Invoice, Dispatch Reports, Maintain Stock Report 
SOFTWARE KNOWN

: 
Full Knowledge of Computer Basic,Windowst 7, Windows 8.1,
Microsoft Office 2013 (Word, Excel, Outlook ),Tally 9,Tally 9 ERP, 
Realsoft ERP Software, Inventory & Accounting Software 
Payroll & Attendance Software,Full Knowledge of internet , Email.
PERSONAL  DETAIL 

Date of Birth
 
           :             Oct 28th, 1978.

Nationality
  
           :             Indian.

Marital Status

           :             Married


Languages Known
              :             English, Gujarati, Hindi.


     Yours Faithfully,

 __________________

