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Qualifications: -
B.E. (E&TC) from University of Pune, India in 1996.

Advance Information Management Course from BITS, India in 1996. 

Visual Basic, SQL Client – Server Programming and Tally 5.3 from Boston’s Computer Institute, India in 1999.

Tally 7.2 From Zenith Computer Institute, Sharjah in 2007

Computer knowledge: -
I have excellent knowledge of  

Operating System:

Win98, 2000, Win XP, Win NT, Networking, Oracle & VB, SQL

MS Office: 

Word, Excel, PowerPoint, Outlook, Internet etc.

Accounting:

Manual Accounting, Tally
Graphics:

Photoshop, CorelDraw, AutoCAD.
Languages Known:

English, Hindi, Marathi
Software and Hardware installation.


	

	
	

	
	Objective:-

To work in a challenging and responsible position which will help the organization tap my knowledge, aptitude and skills, at the same time provide me the opportunity for self-development.

	
	Key Highlights:-

I offer significant abilities in the areas of Acquisition as well as all Administrative stages of office.

Willing to learn new areas faster, can work individually or as a team player, enthusiastic, motivated and result oriented.

My ability to meet deadlines, together with my attention to detail, have contributed to my successes in my field.

	
	Personal Strengths: -
· Self confidence and self motivated team player who inspires others, outgoing and friendly nature.

· Honest, trustworthy.
· Enjoy challenging work environment, an effective organizer and planner

· Sociable, pleasing mannered and having good sense of responsibility.

	
	Work Experience

(total Experience:  More than 10 Years)

	
	Accountant cum Office Support
Feroz Uddin Stationery LLC., Dubai
Since 1 Feb. 2007 – April 2008
· Self correspondence with bank & other clients for smooth operation of the organization.

· Preparing sales invoices, P.O., D.O. in Tally 7.2.

· Handling petty cash book. Preparing all cash vouchers to tally day to day cash, daily reconciliation of Bank Statements. 
· Preparing vouchers for cheques issued and cheques received in Tally. 

· Handling Export- Import documentation by keeping track of Letter of Credits (LC’s)

· Follow up with clients for outstanding collection by providing statements through fax, phone, emails for due payments to maintain cash flow.

· Handling Government payments on time as Electricity, Telephone, Rents etc.

· Maintaining Stock in Tally.

· Handling Purchases by making Purchase order, Delivery order, Packing list and verification of Invoices and payment on due dates.

· Maintaining Employees Records of Loan, Attendance, and Leave etc.
· Trouble shooting any hardware or software problem in the office, installing softwares and hardwares.

	
	Administrator cum Accountant

Vastu Nirman Consultancy, Nashik, India
Dec.2003 – Aug.2005

· All the office Administration jobs and preparing quotations and sending them by fax or email.

· Training office staff in MS Office software and making them update with the latest versions of the software.

· Self correspondence with bank & other clients for smooth operation of the organization.

· Filing and updating correspondence.

· Handling petty cash book. Preparing all cash vouchers to tally day to day cash in Tally and Bank vouchers for cheque issued and cheque received. 

· Follow up with clients for outstanding collection by providing statements through fax, phone, emails for due payments to maintain cash flow.

· Handling Gov. payments on time as Electricity, Telephone, Rents etc.

· Maintaining Employees Records of Loan, Attendance, and Leave etc



	Essential Information: -
Date of Birth
: 08/07/1972

Visa Status
: Husband’s Sponsorship

Marital Status
: Married

Passport Details
:
F6617899,          02/05/2016

Nationality
: Indian

Religion
: Hindu

Holding valid U.A.E. Driving License & Car
	Secretary cum Accounts Assistant

Baretta Frofili Trading Co. LLC., Sharjah
Nov.2000 – July2003

· All the office Administration jobs and Secretarial activities like attending telephones, preparing quotations and sending them by fax or email.

· Self correspondence with bank & other clients for smooth operation of the organization.

· Filing and updating correspondence.

· Booking tickets, arranging meetings etc.

· Writing minutes of meeting.

· Handling petty cash book. Preparing all cash vouchers to tally day to day cash and vouchers for cheque issued and cheque received in Tally. 

· Follow up with clients for outstanding collection by providing statements through fax, phone, emails for due payments to maintain cash flow.

· Handling Gov. payments on time as Electricity, Telephone, Rents etc.

	
	Administrator
Al Shabbura Glass and Aluminium Co. LLC., Sharjah
Aug.1997 – Jan.1999

· All the office Administration jobs and Secretarial activities like attending telephones, preparing quotations and sending them by fax or email.

· Self correspondence with bank & other clients for smooth operation of the organization.

· Filing and updating correspondence.

· Follow up with clients for outstanding collection by providing statements through fax, phone, emails for due payments to maintain cash flow.



	Last Salary Drawn: -
AED. 6,000/- + Transport Allowance + other UAE benefits
I can join immediately.
	Computer Instructor cum Secretary
Interman Computers, Sharjah
Aug.1996 – July1997
· All the office Administration jobs and Secretarial activities like attending telephones, follow-up for new students.

· Counseling & students registration form filling and teach students Windows, MS Office, Auto CAD, DTP applications. 



	
	Customer Service Engineer

Asian Controls and Equipments, Parel, Mumbai, India
May 1995 – June 1996

· Attending New Enquiries.

· Attending Customer’s complaints, fault finding etc.




