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Curriculum vitae

MOHAN 
Dubai – U.A.E

Mobile Number: C/o 0504973598
Email: mohan.38855@2freemail.com 
 SHAPE 



Career Objective:

 SHAPE 



In pursuit my instinct passion, experience and expertise in the field of Accounts, Sales & Marketing & Customer Service, I have always been statistically aiming to reach to the pinnacle of this realm.

Desirous to excel, I am looking forward to a challenging position that entails an extra ordinary hands at deft with highly progressive and reputable organization committed to impart excellence and utilize my skills to the maximum.

Accountant / Customer Service / Administration. /Sales & Marketing

Personal Skills

 SHAPE 



· Highly motivated professional in Accounts & Customer Service with a proven track record of success.

· Strong communication, interpersonal, Organizational and documentation skills.

· Extensive knowledge, form start till finalization of Accounts.

· Quick learner with adaptability and team leader qualities.

· Plan & implement innovative strategies and plans in the Accounting area and Customer Service.

· Train & monitor subordinate staff efficiently.

· Exposure to the Banking sector in Accounting, Front Office staff and back office clerical works.

· Oversee all facets of Accounting & Finance.

· Solely handle collectibles & correspondence.

· Handle cash, ledgers, all kinds of statements, LC, inventory, reports, salary accounts, bank transactions, trial balance, teller, loans etc efficiently.

· Strong research and analytical skills.

· Adept with Manual & Computerized Accounting.

· Excellent customer service provider and handle office administration independently.

· Liaise with various departments and all levels of staff effectively.

· Held in awe & received acclaim and appreciation throughout the career.
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Professional Experience: 

 SHAPE 



1992 – February -2007
M/s EAST & WEST HANDICRAFT ENTERPRISE.

MUMBAI – (INDIA)

8 months                                          M/s GLOBE TRADING AGENCY LTD.

DUBAI – U.A.E.

Assistant Accountant & Logistic

Duties & Responsibilities: 

· Full Account up to finalized ,with inventory,

· LC Handling and follow-up with bank 

· Handling of export payments with their Foreign Bank Charges 

· Weekly MIS of Export Related Documents.

· MIS of Banks Related Receipts and Payments

· Maintenance of all Account with Computerized and Manual also

· Maintain all Import document handling and banking and making correspondence

· Maintain Inventory using computerized and manual inventory with stock card

· Handle independently until finalization of accounts.

· Complete Banking Correspondence.

Educational Qualification

 SHAPE 



Masters in Commerce
Mumbai University
Computer Skills:

 SHAPE 



· Windows Operating Systems 

· Microsoft Office  XP(Word, Excel, PowerPoint & Outlook)

· Accounting Packages Such as: Tally Version 4.5, 5.40, 6.3,7.2

· Accounting Packages in TATA EX -PACKAGE & FOXPRO Base

· Internet & E-mailing

· Excellent Typing Speed

Personal Details
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Date of Birth


:
30.10.1968

Gender


:
Male

Nationality


:
Indian


Marital Status

:
Married

Languages Known

:
English, Hindi ,Punjai, Marathi & Gujrathi.

Visa Status


:
Employment

References & Authenticated Documents Will be Furnished Upon Request.

MOHAN 

�








