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Career Overview:
Summary: Highly motivated and challenging Accounts and Administration Professional holding Bachelor Degree and having 4 Years of Experience in the relevant field. Well organized with a track record that demonstrates self motivation and initiative to achieve both personal and corporate goals.

Career Objective:
Pursue a career in Accounts and Administration; and eventually serve the organization, to learn and to grow with it by applying my skills and expertise to make the experience intellectually rewarding.
Competencies:
· Good Communication and Presentation skills.

· Independent and Self-Motivated. 

· Result-Oriented in complex, deadline-driven operations.

· Good leadership skill

· Ability to work in a team.
Qualifications:

·  Completed NCDO Certification Course with 76% in 2010 

·  Completed Certification Course of  PGDBO(Post Graduation Diploma in Banking Operation) from Private Institute(Institute for Finance Banking and Insurance with 75%  in  2010

·  Completed Graduation in Commerce from Gujarat University with 55% marks in  2006

·  Completed XIIth from G.S.E.B with 61% marks in  2003

·  Completed Xth from G.S.E.B. with 51% marks in 2001
Professional Experience:
Accountant                                                                                                      Jan 2012 – May 2013
Enterprises L.L.C-Dubai ( Branch of Trade Circle Group)
Job Profile:
·  Preparing Bank Reconciliation - To Reconcile Our Books with Different Banks for the Particular month’s Transaction
·  Preparing Party Payment Cheques - To make Payments to the Suppliers of goods as per there Credit Days Terms. 

·  Follow Up for Payment – To ask for the payment to the parties as per credit Days Terms.

·   Preparing Purchase Invoices and Sales Invoices

·  Preparation of Fortnightly & Monthly Reports like Sales Report, Payment  Outstanding Report Etc. 

· Analyse the Monthly Expenses and reporting same to the management

· Taking care of Petty Cash Vouchers and Handling Cash and Bank Cheques.

· Group Account Reconciliation.

· Payable paid to Local Supplier as well as outside UAE supplier (TT payment or Wire Transfer as per terms and due date)
·  General Ledger Reconciliation
Customer Service Executive                                                                        Jul 2010 - Dec 2011
 ICICI BANK (Industrial Credit and Investment Corporation of India)-

 Vallabh Vidhyanagar Cluster , Gujarat, India 

Job profile :
·  Settling of Accounting Bills for the Cluster.
·  Pass on the Claims to Corporate Office- Mumbai

·  Generating leads (inbound & outbound) and successful conversion of leads generated by branch staff for various products (CASA, Mutual Funds, Life Insurance etc).

·  Increasing cross sell, earning target revenue and growing relationship for existing & new to bank customers.

·  Grievance handling and customer relationship maintenance

· Canopy Activity throught out the nearby areas for new products launch and to create awareness among people about different banking facilities
Accounts Executive                    


                                                Jul 2006-Nov 2008

M/S Oasis Investment Co. LLC(Al Shirawi Group of Companies)-Dubai
Oasis Investment Co. LLC is a Holding Company of each having its own independent business and whole financing of these subsidiaries is done by its holding company i.e. Oasis Investment Co. LLC

Job profile :
· Preparing Bank Reconciliation - To Reconcile Our Books with Different Banks for the Particular month’s Transaction
· Preparing Party Payment Cheques - To make Payments to the Suppliers of goods as per there Credit Days Terms. 

· GL Entries  -  To Make Monthly Entries for the Group Companies to Settle Down the Expenses made by Corporate Office.

· Coordinating with other Group companies - To make an Adjustments Within the Group Companies to Net off and Tally their Balances with my Books of Accounts 

· Inter Company Fund Transfer – To make Entries based on Funds Required by Other Group Companies.

· Salary Preparation(Online banking Salary Processed) - To Prepare the full Excel after Deducting all Expenses(i.e. Telephone, Mobile, Rent etc) and Upload the same to the Online site)

· Payroll.-  Final Stage after Salary is Payroll. Process the Payroll my giving Commands in Oracle OS(Operating System)

· Work Under Oracle Accounting Software (11iG)-Being Worked Under Oracle ERP Software from the Stage of Implementation till its goes Online 

· Familiar with Account Payable, General Ledger, Supplier, Banking Modules of Oracle.

Knowledge in computer:
Software:  MS Office 

Banking Software: Finnacle 7.0 Series

Accounting Packages: Informix, Oracle 11 iG, PACT

Personal Details:
Nationality
                 –
Indian




Marital status
                 –
Bachelor

Date of Birth
                 –
01/Nov/1985

Visa Status
                 –
Visit Visa

Languages known
  –           English, Hindi, Gujarati, Sindhi

References can be provided on Request

Achievements

· Assisting in Successful execution of the responsibility of setting up a new branch at Petlad (Gujarat)

· Being in the list of Top10 Performer for Sourcing CASA Numbers for Financial Year 2010-11

· More than 120 % of month on month achievement of Individual Targets. I, hereby state that the above mentioned particulars are true and correct to the best of my knowledge and belief.                                             


