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	EDUCATION


	Bachelor of Commerce
	April 1998

	South Gujarat University, Surat, Gujarat, India.


	

	Passed ‘O’ Level Examination 
	January 2001

	An Autonomous body of Department of Information    Technology   Ministry of Communications and Information Technology, Govt. of India New Delhi
	


	PROFESSIONAL EXPERIENCE


	Accountant
Middle East Computers Llc Dubai 
	APRIL 2008 to TILL DATE

	Branch Accountant, 
Devashish Securities Pvt. Ltd. Navsari, India
	October 2004 TO July 2007.

	Accountant 

Surat Board & Paper Mills Pvt. Ltd. Surat. India
	November 2003 to  June 2004.

	Customer Support cum Faculty 

V. S. Shah Institute of Computer Science, Golwad, Navsari India
	May 2001 to  October 2003


	AREAS OF EXPERTISE

	Finance Functions
· Develop and implement financial policies, systems and procedures of the company.

· Analyze business operations, trends, revenues, financial commitments, and obligations, and expenses or to provide advice. 
· Prepare financial statements such as Profit and Loss Account, Balance Sheet, Cash Flow, Debtors / Creditors Schedule, Sales Report, Project Reports, Stock Analysis, other financial analysis and management reports and bank formalities. 



	Accounting Duties

· Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy and finalising the accounts. 

· Develop and implement document record keeping and accounting in a computerized environment. 

· Monitor all general ledgers accounts together with costing efforts and its supporting transaction documents. Handle complete books of accounts independently up to finalization including books of cash transaction, bank reconciliation and other related jobs. 

· Take care of accounts receivable follow up; prepare cash flow statements, customer-vendor reconciliation statements, final accounts such as Profit & Loss account and balance-sheet. 




	


	PROVEN JOB ROLE


	Accountant, DATASPEC MIDDLE EAST COMPUTERS LLC DUBAI UAE
· Prepared, examined, analysed company’s’ accounting records, financial statements and other financial reports to assess accuracy and finalising the accounts. 
· Managing effectively bank transactions.

· Handling bank reconciliation, cash flow of the company.

· Prepare and check the annual leave encashment, air tickets, stop salaries, loan etc.

· Supporting and coordinating with the company’s Auditor to ensure both internal and external reporting requirements.



	Branch Accountant, Devashish Securities Pvt. Ltd. Navsari India (Stock broker of BSE / NSE & Derivatives. (Member of Multi Commodity Exchange (MCX )) 

· Maintain up-to-date Accounts of each party & correspondence of recoveries and credit control.
· Reins the areas of receivables, payables, General Ledger and bank reconciliation / cash and various accounting duties that give more accuracy in reporting


	PC SKILLS


· Operating System: MS-Dos 6.22, Windows 95-98-XP, vista & Windows 7.

· Application Packages: MS- Office 2000-XP-2003 2008.

· Hardware Knowledge: Formatting & reinstalling PC & Normal Networking

· Accounting Package: Tally 6.3, Tally 7.2, Tally 9 ERP
	PERSONAL DETAILS


Nationality: Indian 

Date of Birth: 18th August 1977                        
Marital Status: Married 
Religion: Islam

Language: English, Hindi & Gujarati



Visa Status: Company Residence Visa
License: Valid UAE driving license for Motor Bike 
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