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Arun 
E Mail: arun.1817@2freemail.com 


                              

 Accountant
Objectives:








     
13 years of professional experience as an Accountant. Creativity, effectiveness in reporting and maintaining books of accounts, flexibility to work long hours, ability to interact, skilled in handling people & to work in challenging & dynamic environment & to keep the value adding to the organization, which I represent & serve. Looking ahead for prospective career in a fair environment with opportunities for growth along with business 

Educational Background







· Bachelor of Commerce from University of Calicut, Kerala, India       2003
Technical, Professional, & PC Skills
  




· 8 years working experience on ERP software called FACTS by FACTS Computer Software House, Dubai. 
· E-Accounts [Electronics Corporation of India Limited(ECIL)]
· MS Windows 

· MS Office 
· Tally

· Computer Office Clerk (Institute of People’s Education)
· MS Dos

· MS Windows ‘95
· MS Office
AWARDS & TRANING
  




Successfully completed two day long ISO 9001:2008 Awareness and Understanding the Standard Training Course arranged by Robodh Contracting Co LLC.

Employment History

1. Presently working in Robodh Contracting Co LLC.
Dubai, UAE from 12th January 2009  

Role: Accountant 

2. C.R Sagdeo & Co.  (Chartered Accountants) 

Pune, Maharashtra, India  

From 5th day of December 2006 to 09th day of November 2008
  

Role: Audit Assistant   
3. C.S.Sadasivan, B.Com, FCA (Chartered Accountant) 
Chalakudy, Thrissur, Kerala, India 

From the day 4th April 2004 to the day 30th November 2006  
Role: Accounts Assistant        
           [
Highlights of job responsibility

1. Robodh Contracting Co L.L.C.  Dubai, UAE
From 12th day of January 2009 to till date 
Role: Accountant

 Responsibilities Includes: 

· Preparing sales invoices & the upkeep of an accurate accounts filing system.
· Cross checking of purchase invoices with the LPO and delivery notes.

· Recording and filing of purchase invoices. 

· Debtor and Creditor reconciliations.
· Operating different Banks.
· Maintenance of Petty Cash
· Reconciling cash receipts and bank statements
· Processing monthly payroll, ensuring timely payment of salaries and entitlements.
· Producing payroll reports.
· Processing time sheets and termination and redundancy payments.
· Calculating Vacation Settlement and Final Settlements
· Answering staff payroll inquiries.

2. C.R.Sagdeo & Co. (Chartered Accountants) Pune,  Maharashtra, India
From 5th day of December 2006 to 09th day of November 2008

Role: Audit Assistant   
Responsibilities Includes: 

· Auditing for Companies, Trading and Manufacturing Concerns.

· Auditing of Bank (Bank of Maharashtra)


· Preparing of Balance Sheets and Profit and Loss Accounts (Computer Based) 

· Preparing and Filing of Computation of Income and Income Tax Returns.

3. C.S.Sadasivan, B.Com, FCA. (Chartered Accountant) Thrissur, Kerala, India 
From the day 4th April 2004 to the day 30th November 2006  
Role: Accounts Assistant 
Responsibilities Includes: 

· Preparing Books of Account (Computer Based and Manual)

· Auditing for Trading and Manufacturing Concerns.

· Auditing of Banks (Indian Bank and Federal Bank of India)
· Preparing Trial Balance

· Preparing of Balance Sheets and Profit and Loss Accounts (Computer Based) 
· Preparing and filing monthly and yearly VAT Returns.

 Skills and Strengths: 
· Excellent communication and interpersonal skills. 

· Adaptive to different kinds of environment. 
· Good command over English. 
· Dedicated team member. 
· Successful in working to very tight deadlines.
Personality Traits: 


Ability to interact with colleagues and management in a manner that is congenial to the work environment. Capacity and interest to complete a given task and assignment as a matter of personal gratification. Self confidence to work in a fast-paced environment.
Declaration
I hereby declare that the above mentioned details are true to the best of my knowledge

Arun 
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Personal Details: 





Date of Birth:


      18-01-1983





Nationality:


       Indian





Marital Status:


      Married 





Languages Known:


English, Malayalam, Hindi, Tamil








Passport:


Expiry: 24/06/2024





Visa Status: 


Employment Visa with NOC availability





Driving License Status:


Issued Place: Dubai














