CV No: 644370
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
POSITION APPLIED FOR: ACCOUNTANT

	OBJECTIVE:


To seek a challenging position and to dedicate my service to a corporate organization of High Tech environment with committed and dedicated people to expose my talents and skills. I’m ready to accept challenges with the ability to work under pressure to meet targets.
	SOFTWARE SKILL:


1 Operating Systems
:
Windows

2 Software Packages
:
Microsoft Office (Ms. Word, Ms. Excel, Ms. Power Point)

3 Accounting Packages
:
Tally 7.2

	WORK EXPERIENCE:


1 Now successfully working in Catering Company, Dubai in HR Housing Team as an Assistant Clerk since June 2009.
2 Previously worked in The West Bengal State Cooperative Bank Limited as an Executive in Accounts Payable team since July 2004 to June 2009.
3 Worked as an Assistant Accountant in a garment store from November 2001 to June 2004.

	JOB DESCRIPTION: 


1. RESPONSIBILITIES: HR Housing (Currently)
· Maintaining Occupancy (Staff Accommodation)

· Attending to new staff.
· Checking and replying emails.
· Attending all telephone calls. 

· Taking charge of the department in the absence of the Sr. Staff. 

· Attending to staff grievances.
· Checking and preparing all monthly bills & clearance. 

· Preparing time sheets and staff’s duty rosters. 

· Preparing of requisitions. 

· Filing all important documents.    

2. RESPONSIBILITIES: Accounts Payable 

· Receiving the invoices, generally as scanned copies or downloading from respective websites of various creditors.
· Entry in a computerized system as PO or AP.

· After entering post the batches.

· Pay online by Credit Card or by Checks to creditors.

· Often talk with client person if there are any issues, e.g. discrepancies in the value to pay, may be due to credit periods or other else.
3. RESPONSIBILITIES: Assistant Accountant
· Manually book keeping of the transactions in the store, e.g. purchases and sales.

· Maintaining cashbook.

· Doing Bank Reconciliation Statement.

· Looking after the cash counter, also.

	EDUCATIONAL QUALIFICATIONS:

	Exam passed
	Board / University
	Year of passing
	% of marks

	B.Com (Hons.)
	Calcutta                                                                                                                                                       University
	2001
	54.13

	Higher Secondary                                          (Commerce)
	W.B.C.H.S.E.
	1998
	60.02

	S.S.C (Madhyamik)
	W.B.B.S.E.
	1996
	65.44


	PERSONAL PROFILE :



Date of birth

:
15/10/1979


Nationality

:
Indian


Marital Status

:
Single


Languages Known
:
English, Hindi & Bengali
	DECLARATION:


I hereby declare that all the details given above are true to the best of my knowledge and belief.

