RESUME

ASIF
Email : asif.38139@2freemail.com 
_______________________________________________________________
CAREER OBJ ECTIVE: 

To achieve a career oriented job in the field of Finance & Accounts and set standards of my own through my capabilities, hard work and my past experiences in this field.
PROFESSIONAL EXPERIENCES: 

   #1. COMPANY NAME
 :

                                                              ( a MNC   based in Dubai, UAE ) 

DESIGNATION

 :
General Accountant 

PERIOD 

 :
July, 2007  to  till date 

DUTIES & RESPONSIBILITIES HELD  : 

•Responsible for bookkeeping including general ledger,  invoicing and bank records.

•preparation of balance sheet and profit & loss account.

•Currently besides above, also responsible for working on an     assignment which involves making of reconciliation of accounts (Including bank reconciliation, suppliers reconciliation), so as to streamlining of books of accounts.
•Responsible person for            accounts.

Software : Working on ERP ORACLE based company made ARP software is used.    
   #2. COMPANY NAME

: 
 



                            
 Banjara Hills, Hyderabad.

DESIGNATION

: 
 Accountant
PERIOD


:
 43  months

DATE


: 
 From Aug 2003  to  March,2007.

DUTIES & RESPONSIBILITIES HELD : 

•Responsible for bookkeeping including general ledger, accounts payable, accounts receivable, invoicing and bank records.

•Handling of accounts up to trial balance, preparation of balance sheet and profit & loss account.

Software : Tally 5.3 & 7.2 versions software is used.

   #3. COMPANY NAME

:
 


                           
 Aghapura,  Hyderabad – 500060.

DESIGNATION

:
 Accounts & Administrative  Executive
PERIOD

            :
 24 months

DATE


: 
 From  August, 2001  to  July 2003.

DUTIES & RESPONSIBILITIES HELD : 
 •Preparation of  ledger Accounts and book- Keeping  concepts  and I.T. returns of  the     Construction field.

•Preparation  of  trail balance accounts at  The end of financial year with the help of Senior authorities and with the computer.

•Administering the lower level employees .Maintaining the Office and  Administration  Matters single handedly. 

Software : Tally 5.3 version is used.

ACADEMIC PROFILE : 

B. Com., from Osmania University, Hyderabad with FIRST DIVISION in the year 1999. 

M.B.A., from Osmania University, Hyderabad with FIRST DIVISION in the year 2001. 

Elective: FINANCE 

COMPURER SKILLS : 

Diploma in Computer Science from N.I.C.S.,   MahaboobNagar (1996 - 97) 

Operating systems      : MS-DOS, MS -WINDOWS 95/98,WINDOWS -XP    
Packages 

 : MS-OFFICE, DBASE III+, FOXPRO 

Languages

 : C, COBOL 

Certificate Course in Computer Accounting Packages from I.I.C., Mahaboobnagar 1998 - 99. 

Indian Accounting Packages  : 
TALLY, FOCUS, WINGS. 

Gulf Accounting Packages      : 
DECEASY, PEACHTREE. 

Key Board Skills 

  : 
 45 WPM

PERSONAL PROFILE

Age


 :
 30 years 

Marital Status

 :
 Married 

Nationality

 :
 INDIAN 

Languages Known
 :
 English, Hindi, Telugu, and Urdu

