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CV No: 765408
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
OBJECTIVE :-

      I wish to join an organization that will provide a challenging work environment and would best address the capabilities that I have gained through my education & experience.

      As a person, I wish to continuously expand my personal capabilities in the process of contribution, significantly to both the organization and the society as a whole. I am a very adaptable person who can quickly adjust to the situation and I am curious as well as inquisitive by nature.

ACADEMIC QUALIFICATION :-

Bachelor of Commerce          First Class            

M. P. Shah Comm. College,








   

Saurastra University.

OTHER QUALIFICATIONS :-

Fifteen Certificates obtained from various institutes viz,

Mountairing, Sport Authority of India, All India Radio, Shri Saurastra

Vidvat Parishad Examination, Jamnagar Solver Junior Chamber, National

Youth Festival- Bilimora, Shri Sataya Sai Vidhalaya, Corous Dance,

Drawing, National Yuva Pratibha Search.

COMPUTER SKILLS :

1)  Proficient in handling Microsoft Office tools especially MS Excel, MS word & MS    PowerPoint.


2)  Good computer knowledge of internet and related applications.

WORK EXPERIENCE  :-

1. Worked for 3 years as an Ass. Manager in Atul Auto Agency -  jamnagar, Gujrat

(From Dt.: 21/03/2003 to Dt.: 30/09/2005) 

Work Profile:-

1. Work distribution between all staffs on daily basis.

2. Preparing sales target and giving to sales staff.

3. Preparation of daily, weekly and monthly sales report.

4. Preparation of weekly and monthly sales promotional activities.

5. Analysis of market strategy, target v/s achievement and activities v/s   achievement.

6. Handling and attending meeting with finance manager, sales staff, sales manager        

     and director.

7. Coordinating with the staff members and reporting to the management of Honda 
8.  Motor Cycle and Scooter India Pvt. Ltd (HMSI).

2. Worked for 6 months as a Sales Co-coordinator in Centurion Bank of Punjab    Ltd.  – jamnagar, Gujrat (From Dt.: 24/02/2006 to Dt.: 30/08/2006)
Work Profile:-

1. Coordinating with branch sales manager for collecting daily sales data.

2. Preparing MIS reports like daily activity report, monthly activity report.

3. Preparation of target and giving target yo be achieved by various branches' sales       manager                    

4. Preparation of project report for various activities to be undertaken during year. 

5. Analysis of target v/s achievement

6. Preparation of comparative report between various branches.

3. Worked for 9 Months as operation head of Purchase Department in THE JEWELLERY STORE-   dmcc - Dubai (From Dt.: 07/05/2007 to Dt.: 31/01/2008)          

Work Profile:-

1.   Create new Purchase order & Relies to supplier. 

2.   Communicate with all suppliers.

3.   Make a payment to all suppliers. 

4.   Authorized to all Purchase document. 

5.   Every day make work allotment between 10 People. 

6.   Follow up for pending Purchase order.

7.   Looking after all supplier's Account. 
8.   Received all E-mail from all suppliers.

9.   Give reply to all e-mail which received from supplier. 

10. Communicate with custom for incoming shipment.

11. Communicate with Finance department. 

12. Communicate with Vault for new Requirement of jewelery.

13. Solving the staff Problem.

4.
Worked for 8 Months in N. R. Doshi & Co. (C. A. Firm) – Dubai
(From Dt.:01/02/2008 to 25/09/2008)
Work Profile:-

1. Working as an Accountant & an Auditor

2. Working as a Trainee of Accounting software “Wingold”
5.
Worked for 6 Months in BRS & Associates (C. A. Firm) - India 
(From Dt.:08/06/2009 to 5/11/2009)

Work Profile:-

1.
Working as an Accountant & an Auditor

2.  Prepared BRD for Shreeji Sipping Co.
STRENGTH:-

Communication Skills

Organization Skills :



Planning, Problem-solving, Team work,  

Leadership, Self-learning, Decision Making,  

Co-coordinating.

Personal Characteristics :


Observant, Flexible, Understanding, Confident







Self-motivated, Co-operative, Innovative,                    

                               


           Energetic.

WORK PREFERENCE :-

Willing for Back Office Work and Management.

PERSONAL INFORMATION :-

Date of Birth :

21/12/1980

Marital Status:

Married

Nationality :


Indian

Languages Known : 
Gujrati, Hindi, English

