Musthafa.70477@2freemail.com 

Musthafa 


Job Application 

Sub: Application for Suitable post in the company for Accounts/Operation/Administration Depts.
Dear Sir/Madam,

 

Apropos the mentioned subject I take unilateral privilege of submitting this application with a view to explore the possibility of an employment in your esteemed organization. I am a Commerce graduate Computer literate, with proficiency in latest application. Self-motivated and ability to cope with work pressure situations. Familiar with all office procedures, recognized for reliability. Smart, well presented and good cultural background, having 6+ years of experience in the field of Accounts and Administration.  I am pleased to submit hereto my brief CV.

 

Looking forward to get a chance to work in your esteemed organization, I assure that I will perform my duties to the fullest satisfaction of the company and my superiors.

 

May I arrange an interview to further discuss my qualifications? I am available for an interview at a mutually convenient time. Waiting to hear from you at the earliest.
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	Précis

	Highest Education:
	Graduate from Commerce


	Experience:
	6+ Yrs Of Cumulative Experience.
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  Objective:
Aspiring to be a part of dynamic & fast growing organization having motivational working environment, and I am looking for a challenging assignments that will foster my career advancement and long-term relationship in an organization where my experience, education and talent could make significant contributions towards corporate objectives.
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  Core Competencies:
Business Development: Strategic Thinking & Planning: New Market Identification & Penetration: Sales Forecasting.
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1)  M/s.  Eximp Trading Corporation FZC, SAIF Zone, Sharjah, U. A. E.

               
                                                             Accountant cum Administrator 
(Sep 2006 to till date)

JOB PROFILE:             

· Managing and Supervising day-today office affairs in the administrative level
 
· Bookkeeping using QuickBooks Solutions

· Handling Bank Transactions

· Preparation of Bank Reconciliation Statement

· Evaluate and approve of monthly payroll & employees benefits 

· Evaluation and Finalization of Accounts
· Preparation of Periodical financial Statement
2) SALAHUDHEEN AYYOOBI EDUCATIONAL COMPLEX
Accountant               
                                                              (Oct 2004 to Jan 2006)

JOB PROFILE:             

· Bookkeeping using Tally 6.3

· Preparation of monthly Payroll

· Prepare MIS to Management

· Finalization of Accounts

· Coordination with Auditors
3) PALACE SHOPPING CENTRE

Accountant               
                                                           
(Jan 2004 to Sep 2004)
JOB PROFILE:             

· Bookkeeping using Tally 5.4

· Recording day to day transactions

· Purchase Analysis & Price Comparison Reports

· Compute the payroll of Employees

· Monitors Payables & Receivables  

· Preparation of Final Accounts
4) MANOJ XAVIER & CO. CHARTERED ACCOUNTANT

Accountant               
                                                           
(Aug 2003 to Aug 2004)
JOB PROFILE:             

· Assisting auditor during company accounts auditing

· Auditing Various Ledgers, registers, Day Books etc with the support of relevant vouchers, Invoices and other Supporting documents (General Ledger, Bank Book, Cash book, Sales Register, Purchase Register etc) 

· Finalization of Accounts
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Bachelor of Commerce (B.Com) Degree from Calicut University, Kerala, India.
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  Computer & Software  Skills [image: image10.png]





· Certificate in QUICK BOOKS from Zabeel Institute, Dubai, U. A. E

· Certificate in TALLY from S.S. Computer System Solutions

· Diploma in Computer Application course in Computer software 

· Diploma in Advanced Packages Course in Computer Software 

· Typewriting English Lower from Board of Technical Examination
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· Preparing Trial balance & Final Accounts (Trading Account, Profit and Loss Account & Balance Sheet.)

· Handling Bank Transactions

· Bank reconciliation

· Accounts Receivables

· Aging Analysis

· Credit Limit Fixation

· Accounts Payable 

· Aging Analysis

· Cash flow statement 

· Fund flow statement

· Ratio analysis 

· Budgeting
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· A systematic and disciplined in executing tasks (having work under varied work environments)

· Confidence in taking up challenging and responsible jobs, identifying the interest and goals of the organization 

· Good inter personal skills

· A great deal of enthusiasm to excel in my field of operation & confidence in my ability to do better in achieving perfection

	

	

	
	

	
	

	
	

	
	


MUSTHAFA 


Job Application ��





English, Hindi & Malayalam























