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Career Objective & profile summary

Interested to pursue a very challenging career in a well known organization that would provide me a job with ample scope for originality and creativity with a higher job satisfaction by achieving the results with remarkable efficiency and dynamic consistency.

· Well qualified and result oriented Administrator cum Accountant Professional  about 6 years of Successful Experience in Positions of Increasing Responsibilies and Duties.

Core knowledge and functional skill
· In depth knowledge in Agriculure Equipments Trading .

·  In depth Knowledge of Microsoft Office suites and Internet telephone operations

· Relevant Experiance in Accounting Softwares like Tally ERP 9 ,Quick Books , Peachtree 

· Quick Leaner of new software applications .
Areas of Knowledge

	· Administration
	· Accounts / Finance


Professional Experience

Organization
      :    Eissa Bin Thani Trading , Dubai, UAE
Period
                  :    May 2009 to March 2013
Position
      :    Administrator / Accounts Executive .
Nature of Busines :    Dealers of Agricultural & Garden Equipments.
.

Role and Responsibility
· Worked as Administrator cum Accounts Executive .
· Responsible for all administrative functions such as filing, data entry, public relations and day-to-day operations. Communicating / liaising effectively with existing clients, potential clients.
· Providing exemplary customer services to all clients. Receiving visitors, clients and providing required service.
· Preparing business correspondences comprising of memos, letters, faxes, reports and executive summaries.  Updating the status of documents on a regular basis and maintaining records.

· Secretarial duties such as fax transmission, answering telephone calls and maintaining training history/records for future reference. Processing all incoming/outgoing mail, maintaining all files, and receiving office materials and supplies.
· Staff attendance management ,  Air ticket booking and accommodation arrangement for staff and labours , Keep passports, Documents and Certificates of Employees . 
· Periodical Budget Preparation for Administration department , Office Management ,
       Dewa, Etisalat , related works & Prepare monthly  Payment Reports ,

·  Monthly Salary , Leave salary , and Final Settlements of Employees Doccument / Report Preparation .
· Responsible Preparation of Daily Entries Such as ( Invoicing , Cash book , Ledger book etc )
· Responsible for all kind of bank related Operations .
· Debtors and Creditors follow up , and Reconciliation of accounts .
· Responsible for preparation of Monthly Out standing  Reports 
· Invoice verification, preparation of allocation and forward to accounts for the payment.
· Negotiate prices, terms conditions for the rental vehicles, Computers, Printers, Photocopier   machines, Stationeries, etc. 

· Issue Purchase orders/subcontract agreement with ensuring maximum benefit for the organisation.

Professional Experience

· Organization
      :    Infra Tax Consultant , Cannanore
·  Period
                  :    July 2007 to May 2009
· Position
      :    Administration Asst . Cum Accounts Asst .

Role and Responsibility
· Data storage in computer and maintaining of records
· Maintaining stock adjustments.

· Bank reconciliation statement

· Keeping Files :- Like all type of ledgers (include VAT), expenses, incomes,
daybook, cash book receipts slips and payment slips
· Preparation of profit and loss for Tallying Balance sheet
· Payment follow up.

Achievements

· Holder of valid UAE driving License ( license no .1563828 )
· Achieved Good Experience in Local Purchase and Over Seas Purchase order Preparation.

· Achieved Good Experience in making Quotation .

· Achieved Good Experience Agriculture Seeds Importing and Clearing .

Academic Profile

· B A  ( FUNCTIONAL ENGLISH )  , KANNUR UNIVERSITY  2007

· PURSUING M.B.A ( PONDICHERRY UNIVERSITY )

· PLUS TWO  ( COMMERCE ) , KERALA 2004

· SSLC,KERALA  2002

· DIPLOMA IN COMPUTERISED FINANCIAL ACCOUNTING .

· DIPLOMA IN COMPUTER HARD WARE.
Personal Details
· Date Of Birth

: 12 / 12 / 1986
· Gender


: Male
· Nationality

: Indian
· Marital Status

: Married
· Passport no.

: H0760146
· Visa Status

: Visit 
Declaration
I hereby Declare that the above information furnished is true to the best of my knowledge and belief
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