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CURRICULAM VITAE OF
SUREJ

SUREJ.54823@2freemail.com 
 

Objective

A challenging position that encourages the utilization of previous experience and to acquire more professionalism in the finance, accounting & administration career by associating with team of professionals.

Career Achievements

  In UAE

· Promoted as the Accouts & Admin Officer in shipping & Logistics division (Jebel Ali) of the group since January 2007.

· Worked as the Accounts/Administrative Assistant of printing & publishing division of a well known group in UAE from November 2005 to December 2007.

Others

· Worked as an Account Manager of KVR Motors, Calicut, from March 2004 to November 2005.

· Worked as an Accounts assistant of Koyenco Mobikes, Calicut, from February 2001 to March 2002. Promoted as the Accounts/Showroom Manager of Kalpetta Branch from March 2002 to March 2004.

· Completed CA Articleship from K. Jyothish Kumar, Chartered Accountant, Calicut from October ’97 to October 2000.

Key Skills 
· Administration of Jebel Ali Free Zone Authority activities
License

Visa processing
· Accounting

Maintaining precise financial records
Handling of cash

Processing the invoices, cheques, debit/credit notes, payments & receipts, etc.

Accounts receivable/payable management

Reconciliation statements

Job costing

Account finalisation

· Budgeting, profit planning & control

· Fund flow forecasts/Cash Management

· Clear & accurate Management Information System for informational, auditing & operational use
· Project reports

· Auditing (including internal)

· Taxation

· HR & Administration

· Payroll/Salary
Academic Qualifications

· Completed first group of CA Intermediate in May ’02

· B Com degree from University of Calicut  in April ’97 securing 67% of marks 

· Pre degree from University of Calicut  in April ’94 securing 67% of marks 

· SSLC (Board of Public Examinations, Kerala) from GHSS Thrissilery in March’92 securing 77% of marks.

Technical Qualifications

·  Post Graduate Diploma in Computer Applications from College of Applied Sciences, IHRD, Calicut in January ’01 securing 75% of marks.

·  Good working knowledge in accounting packages like Afsys (for shipping), RBS, Horizon, Tally, Wings 2000, Fantasy, and Melody.

· Good working knowledge in Lotus, Soft Word and Windows based other office applications like MS Word, MS Excel etc.

Languages Known


English, Malayalam and Hindi

