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CURRICULUM VITA
Professional Mission

Seeking new challenges, which effectively utilize my abilities, which would in turns, enhance my carrier.  To gain knowledge and experience, using my analytical skill and commitment to perform quality work.  Eager to work in a company with strong executive leadership focused on providing the highest quality service in business.  Team atmosphere where contributors are rewarded with increasing level of responsibility.

Personal information:

Date of Birth 

: 24 / 06 /1985

Marital status

: Single

Nationality

: Indian

Languages

: English, Urdu, Hindi 

Visa status                                  : Visit Visa

Educational Qualification

· Graduation  
Passed B.Com (Bachelor of Commerce) in 2008  from

Osmania University, Hyderabad, AP., India.

· Intermediate
Passed in 2005 from Board of Intermediate Education Govt.    

                                              Of A.P. India. 

· S.S.C 
Passed in March 2002 from Board of Secondary 


Education, Govt. of Andhra Pradesh, India.
Technical Qualification: -

· Diploma in Accounting Packages.
· Diploma in Computer Hardware & Applications.
Computer Skills: -

Operating Systems: -                 MS- Windows 98, 2007, Windows XP, Windows 7.
Application Software: -              MS – Word, MS – Excel, MS – PowerPoint, 


                                             PageMaker, Photo Shop, Corel Draw.
Accounting Packages:               Wings, Focus, Tally & Project in Peachtree.
Employment History:
Company           :  Group LLC. – DUBAI – UAE.
Designation       :  Account Assistance.

Duration            :  Jan 2010 to Feb. 2011.
Job Responsibilities:
· Preparation L.P.O. & Invoices, Letters & Statements.
· Maintaining Account Payable & Receive Able entries 

· Maintaining Petty cash , expenses & General entries 
· Checking all cost prices.

· Maintaining the stock position in All Showrooms.

· Making the Delivery Notes to All Showrooms.

· Making the Sales Price List.

· Maintaining all office filling.

· All stock position reporting to the Manager.

· Data Entering activities & Preparation Stock reports.
· Maintaining Administration activities.

· Preparation Statements, Letters and Graphs.

· Handle the secretarial works including Data Entry Activities.

· Working directly in coordination with Chief Accountant. 

· Knowledge and experience of Email & Internet.

Company           :  Varon Motors Co. (Pvt) Ltd – India.
Designation       :  Account Assistance cum Computer Operator.

Duration            :  March 2011 to Nov. 2011 
Job Responsibilities: 
· Provide administrative support to the office.

· Store and retrieve data on computer.

· Receive and process incoming & outgoing mails.

· Review and answer correspondence on behalf of the company.

· Screen telephone and personal callers & make and record appointments.

· File correspondence and other records.

· Supply correct information to customers. 

· Interact with customers / clients to provide information in response to inquiries about the services and to handle and resolve complaints.

· Maintain cordial relationship with existing customers via meetings, telephone calls & e-mails.
Company           :  Adil & Association (Pvt) Ltd – India.
Designation       :  Account Assistance 
Duration            :  April 2008 to Oct 2009.
Job Responsibilities:  

· Maintain client relation & ensure customer satisfaction.

· Processed back office operations using MS Office.

· Involved in collecting payments from customers.

· Worked closely with other members of sales & marketing team.

· Prepare reports of business transactions & keep the account information updated.

· Organizing complete office activities including petty cash and payments.

· Keeping a record of all outgoing courier, Invoices.

· Coordinate in purchasing office supplies.
I look forward to receiving your response expressing your interest soon and would appreciate an opportunity to meet you to discuss how my experience will best meet your needs.
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