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Post –Accountant Assistant
Career Objectives:
To join a dynamic organization with a professional environment that offers excellent opportunity in term of career and rewards growth and thereby contributes to the success of the organization.

PROFESSIONAL EXPERIENCES AND RESPONSIBILITIES
M/s BHAGWANDAS TRADING COMPANY LTD.
Jabel Ali Free Zone, Dubai
P.O Box: 16925
POSITION: Accountant Assistant 13th Jan 2008 – Till Date
Responsibilities: The following responsibilities have to be performed by using software ABR Emirates & Ms-Excel 
· Responsible for making invoice and order form. 
· Posting of daily entries in journal book and maintain their ledger.

· Responsible for preparing receipt vouchers, Payment vouchers, debit and credit notes.

· Responsible for preparing Payment received and Credit advice.

· Responsible for preparing monthly sales report and maintained sales register.

· Allotting petty cash and ensuring proper disbursement

· Maintaining stock register

· Helping the Sales Coordinator in preparing quotations and enquiries.

· Handling self correspondence

· Reviewing debtor ledger

· Preparation of trial balance to check the arithmetical accuracy of book of accounts 

· Preparing Trading and Profit & Loss account and Balance Sheet.

· Communicate with others account department. 

M/s DHANBAD TRANSPORT AGENCY
Kolkata 700073, West Bengal, India
POSITION: COMPUTER OPERATOR CUM JUNIOR ACCOUNTANT
Period: 14th July 2004 to 19th September 2007
Responsibilities
· Responsible for feeding data.

· Maintaining all the delivery details.

· Responsible for making voucher and preparing petty cash book.

· Maintaining stock register.

· Preparing payroll.

 

Academic Credentials:
· Passed WBBME in 2001

· Passed WBCHSE in 2003

· Passed B.Com (Bachelor of Commerce) from Burdwan University, in 2006.

Computer Skills:
· Diploma in Computer Application.
(Window 98/Me/Xp, Fundamental, MS Word, Excel, Access and PowerPoint, Internet, E-mail)

· Diploma in Financial Accounting.
(Tally7.2, Fact and Ex-Next-Gen)

 

Personal Details:
· Date of Birth : 06th March,1985

· Nationality : Indian

· Sex : Male

· Marital Status : Single

· Language known: English, Hindi, Urdu, Bengali and Arabic basic.

· Contact No. : 050-9038770

· Visa Status : Employment (NOC available)
Self Appraisal profile:
· Disciplined, dedicated and hardworking with ability to co-op with changing work environments.

· Always try to keep an innovative approach.

· Good communication and inter personal skills.

