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                                                    RESUME                                      
Profile

Nationality

:
Indian

Marital status

:
Single

Place of Birth              :           Sultanate of Oman

License                        :           Valid Omani Driving License 

Date of Birth               :           10th August 1983 – 28 yrs old

Education

1. Singapore Accountancy Academy

2006 – 2010

:
ACCA Affiliate (Singapore)
2. Mithibai College of Commerce, Mumbai, India
2000 - 2002
:
Higher College 
3. Good Shepherd International School, Ooty, India
1996 - 1999
      
:           Secondary School 
Experience
1. 30th October 2010 – Current
Company                    :           Soft Stone Co. LLC. (Oman)

Position

:
Accounts Executive
Responsibilities:

-  Report to Finance Controller

-  Selling core business, strategic consulting offerings and business skills solutions

-  Prioritizing activities and territory management to ensure optimum penetration and   

   profitability
-  Negotiating with clients and partners

 - Developing and maintaining client relationships at senior management levels

 - Preparing written proposals; delivering oral presentations to customers and other stakeholders

 - Setting and executing account strategy

 - Providing business direction to sales support and inside sales

 - Providing accurate and timely reports including forecasts and activities

 - Recommends new solutions and services by evaluating current solutions, identifying

    needs to be filled.
 - Responsible for keeping commitments in a timely manner and resolving issues

    promptly. 
2. 15th July 2010 – 15th October 2010 

Company                    :           Sudit K Parekh & Co. (Mumbai)

Position

:
Audit Assistant (3 Months Contract)

Responsibilities:

- Report to Audit Manager

- Auditing of Clients Portfolios whether the portfolios are being sent correctly

- Ageing and Reconciliation of Bank Statement with the internal software whether uploaded  

  correctly (daily basis)
- Reconciliation of Future and Options transaction for the day with the internal software (Daily    

  basis

- Auditing of F&O prices uploaded correctly into the company internal software

- Auditing of online portfolios of clients whether the amount are uploaded correctly

- Auditing of IPO application of clients
3. 8th April 2009 – 31st May 2010

Company
:
Rikvin Pte. Ltd.(Singapore)

Position

:
Accounts Executive

Responsibilities:
- Report to Senior Account Executive
- Cost control in accounts payable by negotiating with company’s suppliers on credit term.

- Credit control in accounts receivable while maintaining good relationship with clients.
- Overview on Company’s fixed assets register, purchasing ledgers for cost control purposes. 

- Handle full sets of accounts including accounting, controlling and reporting

- Monitor company’s petty cash expense ledger and cash handling.

- Administer banking functions.

- Liaise with Sales and Marketing Department for preparation of proposal for potential clients   

   and occasionally sit-in for sales meetings.
Reason for Leaving:-

To concentrate on my last two papers and complete ACCA
4. 15th March 2008 – 15th March 2009     

Company
:
ER Manufacturing Pte. Ltd.(Singapore)

Position
:
Accounts Officer

  Responsibilities:

- Report to Director

- Cost control and accounts entries for accounts payable include petty cash ledger and   

   negotiation with suppliers on credit term.

- Credit control and accounts entries for accounts receivable while maintaining good relationship 
   with clients.
- Responsible for keeping commitments in a timely manner and resolving issues promptly. 

-Accountable for customer satisfaction and providing high quality service.

- Preparation and submission of company’s GST and overview of company’s corporate tax.

- Liaise with accounting staff for preparation of company’s Financial Statements.

- Administered online banking functions. 
- Managing company’s HR and payroll function of 140 staffs. 
Reason for Leaving:-

Look out for Better Opportunity
5. 1st Jan 2003 – 31st December 2004

Company
:
Rashid Ali Nazim Trd. Est., Sultanate of Oman, Middle East

Position
:
Accounts Assistant
Responsibilities:           

- Report to Accountant
- Cost control and accounts entries for accounts payable include petty cash ledger and negotiation with suppliers on credit term.

- Credit control and accounts entries for accounts receivable while maintaining good relationship with clients.
- Liaise with Accounting Department for preparation of company’s Financial Statements.- Administer banking functions. 

Curriculum and Achievements
1. 1999
:
Inter - School Cricket team (1st Place)

2. 1999
:
Inter - School Football team (1st Place)

3. 2001
:
House Captain

4. 2001
:
Debate Competition (3rd Place) 
Computer skills
1. Microsoft Office and Excel
2. MYOB (Accounting Software)
Language skills

1. English (Spoken and written)
2. Hindi (Spoken and Written)
3. Gujarati (Spoken and Written)

Availability

Immediately 
