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RAM  
(Accounting & Office Assistant)   

Email Id: ram.378991@2freemailcom 



Contact No.: C/o 0504973598 
SUMMARY
A dynamic and diligent professional having over a decade of enriched experience in Accounting & Finance Sector and Stock Market. Adept at preparing & maintaining books of accounts as well as preparing bank reconciliation statement. Gained extensive exposure in coordinating for cash & bank transactions, and providing impeccable support during financial auditing. Exhibits expert level familiarity in working with accounting software like Tally 9. 
KEY SKILLS
· Account Books Preparation & Maintenance


· Bank Reconciliation Statement Preparation

· Tally 9 and BUSY Software Knowledge

· Cash & Bank Transactions Maintenance

· Numerical Data Computing & Analysis

CURRENT WORK

	Employer
	LALIT AGENCIESS

	Designation
	Account Assistant                                         July 2017 …

	        Overview
	Accounting in BUSY software and all type of works related to MS-Office.

Full charge processing of all accounts receivable and payable

Reconciled bank account for general expense checks

Prepared daily cash position and check return items.




PROFESSIONAL EXPERIENCE
	   E      Employer
	AL DOLPHION MARBLES TR.  
(SHARJAH, U.A.E)

	Designation
	Accountant

	    Duration
	December 2015 to June 2017

	    Overview
	Accounting in Tally software and managing all type of works related to MS-Office & internet

Sales/ invoicing, account receivables & all other related reports.

Authorizing the release of cash to clients

Preparing sales invoices & the upkeep of an accurate accounts filing system & Handling daily petty cash also.

Employees’ payrolls and payments to vendors.

	Employer
	UTSAV HOTEL 

	Designation
	Account Assistant Back office Assistant

	        Overview
	May 2014 to Dec. 2015

Accounting Purchase & Sales Billing in Hotel software and managing all type of works related to MS-Office & Internet

Created and maintained records of guests and staff members in an accurate and confidential manner

Smooth out check-in and check-out procedures to ensure complete guest satisfaction and repeat business opportunities

Handling daily petty cash, negotiation with vendors,


 ---------------------------------------------------------------------------------------------------------------------------
	Employer
	ARIHANT  SECUTIRIES 

	Designation
	Stock Market Dealer

	Duration
	Aug. 2009 to May 2014


  Handling BSE, NSE F&O AND MCX Stock Market in Odin Program
  Managing all type of works related to Stock Exchange

Maintaining Healthy relationship with existing and new clients for increasing business growth

 ---------------------------------------------------------------------------------------------------------------------------
	Employer
	JB BHATT SECURITIES 

	Designation
	Stock Market Dealer

	Duration
	April 2003 to July 2009


  Handling BSE, NSE F&O AND MCX Stock Market in Odin Program
  Managing all type of works related to Stock Exchange

Maintaining Healthy relationship with existing and new clients for increasing business growth

ACADEMIC CREDENTIALS
· Bachelor of Arts 1 Year from Jai Narain Vyas University, Jodhpur, Rajasthan

· Has completed Senior Secondary & Secondary Education from Rajasthan Board
CERTIFICATION
· Diploma in Computer ACCP Programming Courses from APTECH Computer Education, 
· Tally 9 Courses from LABORA Computer Center, Jodhpur (Rajasthan)
IT SKILLS
· Tally 9  &   BUSY  Accounting Software                                      
· MS Office  &  Speed English Typing

· Internet Applications                   
PERSONAL DETAILS
	Date of Birth
	January 08, 1984

	Languages Known
	English and Hindi


