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CAREER OBJECTIVE 

To utilize my knowledge of experience, Technical, Administrative and organization
Skills in a more challenging and responsible position to fulfill professional goals and 

Further my endeavors in your esteemed organization.

STRENGTH AND PERSONAL ATTRIBUES

. Confident in dealing with situation of highly complicit nature in an effective manner.

. Excellent Communication skills in English, Hindi, Malayalam, and Malay, Tamil.

. Ability to organize and prioritize multiple tasks and responsibilities effectively as 

  and when assigned.

. A self Motivated, determined and ambitious individual with positive attitudes and 

  ethical standard.

. Hones and Hardworking with a willingness to grow within the company and ability

  to problems-convinces, influence and negotiate. Energetic-“Do it Now”-Attitude.

EDUCATIONAL BACKGROUND 

B.B.A.,                                             ------     Bachelor of Business Administration
Technical Qualification                      ------      Ms-Word,Excel,Powerpoint, Tally-9,

                                                                            AsGold.

Language Known                                ------      English,Hindi,Malayalam,Malay,Tamil.
WORKING EXPEERIENCES
1995-1998                                      ------      ACCOUNT ASSISTANT

                                                                     Azzananni Exchange Sdn Bhd-Brunei.

1998-2001                                      ------      ACCOUNTANT

                                                                     Rumana Jewellery- Dubai-UAE.

2002 – 2010                                   ------     FRONT OFFICE EXCUTIVE AND

                                                                    ACCOUNTANT

PERSONAL PROFILE

Date of Birth                                         :  05.10.69

Sex                                                          :  Male

Religion                                                  :  Muslim

Nationality                                             :  Indian

Marital Status                                       :  Married

Visa Status                                            :  Visit Visa

                                                                                                               (PTO)      
    DUTIES AND RESPONISIBILITIES :-

. Responsible for Maintaining the Complete Books of Accounts.

. Maintaining and Reconciling of the Bank Accounts.

. Preparataion of monthly and yearly Trial Balance, Profit-loss Account and B/Sheet.

. Preparation of Final Accounts for submission to Auditors.

. Dealing of petty cash and monthly payroll. Tracking and Maintaining of Pdcs.

. Preparation of invoices, Vouchers,Etc., and Vouching them with relevant documents.

. Reviewing and follow-up of accounts receivables and payables.

. Preparation of monthly reports on month to date and year to date performance with

  Comparative figures of corresponding period in the last year, preparation of fund flow

  Statements.

. Liaison with banks, financial institution and insurance companies for companies for

  Company operation, scheduling payments to customers and reconciliation of various 
  Bank accounts.

. Monitoring all statutory books, keeping creditors and other leading accounts and 

  Preparation of monthly balances and making schedules related to various accounts for 

  Finalization of accounts.

. Preparation of monthly MTS Reports for management monitoring.Preparation of 

  Annual Budget and monthly report and comparison with actual.

. Knowledge in banking and exchange and currency market and bank accounts.

. Maintaining bank account entries and bank issues in bank accounts.

. knowledge in impact of accounting entries in financial books properly and reports

  Monitoring on monthly and time basis.

. Monitoring taxation issues and develop and maintain financial data.

. Ensuring all financial reporting deadline are met.

. Preparing the financial management reports.

. resolving accounting discrepancies, and irregularities and ensuring accurate appropriate

  Recording and Analysis of revenues and expenses.

. compiling and analyzing financial information to prepare financial statements including

  Monthly and Annual Accounts.

TIME REQUIRED FOR JOINING  :- Immediate Basis.
. 


