JASKARAN.78684@2freemail.com 

[image: image1.png]



CURRICULUM VITAE

Mr. JASKARAN 
CAREER OBJECTIVE
Seeking opportunities for professional growth, challenging assignments, increasing responsibilities etc. as a Sales Executive/Accountant/Front Office  in an organization where individual merits, dedication, innovative approach, team spirit is recognized and rewarded.

ACADEMIC QUALIFICATIONS
Graduation (B.Com) from Kanpur University ( 1997-2000 ) with 1st division.
Computer course from IEC Computers, Dalhousie (2000)

TECHNICAL QUALIFICATIONS
 Computer Skills  : Windows – XP, Microsoft Office, Word, Excel, Powerpoint

               Financial Package : Solo Mon

WORKING EXPERIENCE

  From May 2006 to Till Date

A) Presently working as Assistant Accountant(Payables) and Purchase Dept. for Dubai Grand Hotel ,Dubai with the following job profile:
1. Prepares and processes purchase orders, invoices, cheque requests, manual cheques and contract payments.

a) Ensures purchase orders, receiving and invoices are matched

b) Reconciles open encumbrances

2. Provides guidance regarding purchasing and financial standard practices to personnel 
      3. Reviews purchase orders, invoices, cheque requests and contracts for:

a) Proper signing authorities

b) Purchasing

c) Data standards

3. Other general accounting duties as assigned.
4. Apply payments to accounts receivable
5.  Generate Invoices
6. Enter credit memos
7.  Process credit verifications for new customers
8.  Reconcile monthly AR/AP reports
9.  Make calls to past due accounts
10.  Enter accounts payable
 From January 2000 to April 2006
Worked as Customer Service Executive with Surya Resorts, Dalhousie HP ( India) with the following job profile: 
· To carry out the day to day administration of the front office, including answering telephones, emails.

· To supervise day-to-day running of the front office.

· Ensuring the delivery of high standards to guests.

· Ensuring a speedy resolution to any problems that may arise on shift.

· To assist with the finances / accounts Administrator.

STRENGTHS
B) Accepting responsibilities and challenges with determination to give best of every task.

C) An exemplary leader with adaptable, analytical, inspiring, convincing and communication skills.
DECLARATION

            I hereby declare that the above particulars are true and best of my knowledge and belief.

