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                                 FIROZ 
Deira, Dubai, UAE.

Email: firoz.55255@2freemail.com 

Career Objective:
Aspiring for a rewarding career in the fields of  MESSENGER or P.R.O.



& all office works to fully devote my self to the growth of the Organization.

DRIVING LICENCE
UAE Valid Driving Licence (L.M.V.)

· March 2002 – Till Date 
Position Held: Accounts Assistant cum Messenger
      (Al Wilayah Carpets & Curtains L.L.C., Deira Dubai, UAE)

· June 2000 – January 2002
Position Held: Clerk
      (Co-Operative Bank, Kerala, India)
 


· B.Com.,.
 From Calicut  University, Kerala,  India.            Year: 2000

· Diploma In Computer Application. Caltec Computer Centre, Kerala, India

· Office Automation. Government of Kerala, India.

· Computer Hardware Course. Net Sol Computer Centre, Kerala, India.

Operating Systems
:
Ms-Dos, Windows 2000 & Windows NT

Packages


:
Comrade Accounting Software, Ms-Office 2003

Internet & Email Access

Extra Curricular Activities:
College Cricketer.

JOB RESPONSIBLITIES COVERED:

(    Documents Collection & cheque collection.

(    Doing company’s all jobs related to banks.

· Controlling of post dated Cheques. Receipts & Journal maintenance.

· Worked in computerized accounting system, which includes Cashbook, Bankbook. 

· Purchase book, Sales book, Preparation of Imports Goods Declaration form.

· Preparation of Debit note and Credit note, Bank Reconciliation Statement 

· Involving companies, firms and individuals books writing and maintaining of accounts.

· Controlling of company inventory.

· Attending all outside calls.


Indian  / Date of Birth: 24-11-1979  /  Married  /  Islam  /   Employment Visa

Languages Known: English, Hindi, Malayalam, Tamil, 
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