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Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

        http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc

CAREER OBJECTIVE 
Young dynamic, Self-Motivated, holding Bachelors Degree in Commerce, having good experience in Computerized Accounting (Tally), Store Keeping in well known ongoing civil & MEP Construction Company. I’ll do the job with greater sense of responsibility & will always apply my best to contribute to the positive application of my job towards the establishment & prove myself as an asset to the organization.

PROFESSIONAL EXPERIENCE
SALES MAN / MERCHANDISER:

 Kannur, Kerala, India.

Duration: 8 Months (Sep-2010 to May-2011)

Work experience includes:
· Make the order for the goods which is being good movement in the market.
· Shelving, pricing, tagging, stacking in order, cleaning (shelves and products) and maintain good housekeeping.

· Make the arrangement of goods which will be attracted to the customer.
· Advice to customers about the qualities of products.
· Make sure the products are not below expiry date.

STORE CONTROLLER (MEP):

Establishment LEGT (ALEC), Abu Dhabi, U.A.E.

Duration: 1 Yr (Sep-2009 to Aug-2010)

Work experience includes:

· Receipt the materials as per the ordered quality & quantity (reconcile with LPO) and posting to system on time.

· Issues materials to sites as per site scheduled program and posting to system on time.

· To give alert to related department head for shortage of materials and maintain the minimum quantity of material to be stored forever.

· To give weekly & monthly detailed materials statement to all.

· Prepare risk assessment statement (MSRA) when any lifting, loading & unloading work carrying by using any equipment as per the safety requirement.

· DSTI & Tool Box Talk to the store assistant & helpers.

· Keep the MSDS file and inform & explain to the respective personals that directly use any type of chemicals & liquids.  And keep records for the same.

· Coordinate with site vehicles to ease and smooth availability of transportation and to avoid any delay of work progress.

· Over all supervise and control the Store & maintain good housekeeping.
ACCOUNTS ASSISTANT: 
Establishment: Transemirates Contracting Co. LLC, Dubai, U.A.E.

Duration: 1 yr (September-2008 to August-2009)

Work experience includes:

· Check and verify the Invoices with statement which are submitted by Supplier / Sub-Cont with MRN & LPO / Payment Certificate & Supply Agreement and posting to the computer.
· Prepare Payment Voucher & PD Cheque for the same and Issue to Supplier / Sub-Contractor as agreed periodical limit after getting management approval.
· Maintain detailed project / category wise incomes & expenses details for smooth running & yearend cost calculation using by specially implemented software.
· Salary & Wages calculation and process for issuance of the same.
· Assist for all other accounts related works (Maintain project wise administration expenses, bank reconciliation, creditor’s monthly wise detailed statement etc)
SENIOR STORE KEEPER & SITE CLERK:

Establishment: Transemirates Contracting Co. LLC, Dubai, U.A.E.

Duration: 4 yrs (June-2004 to August-2008)

Work experience includes:

· Keep all material details in computer & manual in register to maintain the balance details.

· Preparing the material requisition on time and proceed to purchase dept for LPO.

· Collect the samples for applying materials from the authorized suppliers to get Consultant or Client approval.

· Coordinate & cooperate with suppliers to get materials on time.

· Receipt of the materials to be used in the project and apply on time as per the company procedures.

· Maintain the stock details (General, Machinery & tools, Furniture & Fixtures, Scaffolding etc).

· Prepare the monthly statements for the above and forwarded to related department & copy of all to accounts department as company procedures.

· Maintain the hire scaffolding/equipment in detail statement to control the cost.

· Maintain the site petty cash.

· Maintain the site labors PPE details.

· Coordinate with site vehicles (Pick-ups, Trailers, Buses and Cars) to easy and smooth availability of transportation and to avoid any delay of work progress.

· Do the necessary arrangement for all activities such as materials, transportation and other clerical works & maintain good housekeeping.
ACCOUNT ASSISTANT & BILLING:
Nikshan Electronics Co., Kannur, Kerala, India.

Duration: 10 months (July-2003 to March-2004)

Work experience includes:

· Computerized billing in Tally.

· Posting Journal entries

· Preparing daily sales details (cash/credit)

· Preparing year & end statement (P&L A/c, Balance Sheet etc...)

· Cost analyzing.

· Preparing the monthly creditors/debtor detailed statement.

· Maintain the Bank reconciliation statement.

· Prepare the PD Cheque to the supplier as agreed periodical limit. 

ACADEMIC QUALIFICATION
· Graduation, Bachelor of Commerce (Calicut University, Kerala, India)

· Pre Degree (Calicut University, Kerala, India)

· S.S.L.C. (Board of Public Examinations, Government of Kerala)  

COMPUTER KNOWLEDGE 
· MS-OFFICE (Word, Excel, PowerPoint)
· TALLY (Computerized Accounting)

· TYPE WRITING (English - Lower)

OTHER INFORMATION

· UAE Driving License (L/Vehicle)
· Indian Driving License (L/Vehicle & Motor Cycle)

PERSONAL INFORMATION

DATE OF BIRTH 
: 29/04/1981 
NATIONALITY 
: INDIAN

SEX 
: MALE

MARITAL STATUS 
: MARRIED
VISA STATUS
: VISIT VISA

LANGUAGE KNOWN
: ENGLISH, HINDI, TAMIL, ARABIC (Not so bad) AND


  MALAYALAM (Mother Tongue).

Declaration

I hereby declare that the aforesaid information is true and correct to the best of my knowledge and true belief. I also understand that if any of the above information is found to be false it may lead to the cancellation of my candidature.
