                                                                                                            [image: image1.jpg]



CV No: 996780
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
OBJECTIVE

I am looking to obtain a challenging position in a high quality business environment, where my resourceful experience and academic skills will add value to organizational operations. 

PROFESSIONAL EXPERIENCE


■ Working as an Accountant cum Cashier with Leading Company, 
( Al-Qusais, Dubai )

February 2010 to 30th September 2012.

· Responsibilities:

· Prepare Books of Accounts.

· Preparation of cash flow statement.
· Petty cash handling, checking and disbursement of bills 
· Preparation of employees monthly payroll
· Preparation of Invoices and follow up. 
· Preparation of financial statements.
· Preparation of Bank Reconciliation Statement.

■Worked as Relationship Manager with HDFC Bank Ltd

2008 October to 2010 January.

· Responsibilities:

· Maintaining & developing effective relationship with the customers.

· Provide professional advice on financial products to customers.
· Recognize potential customers, creating business from the old account and reaching profitability level and sales growth.

· Strengthened working relationships with clients, utilizing excellent communication techniques.
· Develop customer base and develop existing customer relationship.
■Worked as a Back office Executive with ING Vysya Bank Ltd

2004 October to 2008 September.

· Responsibilities:

· Maintained daily transactions data in MS Excel worksheets.

· Prepared daily/weekly reports for different departments as per their standard formats.

· Mailed Head office and other Area officsers for co-ordination in the process.

· Updated the report formats as per the instructions from the higher management.

FORMAL EDUCATION

· Post Graduate Diploma in Computer Application – 2003.
         Electronic Research and Development Corporation of India


Kerala, India.

· Bachelor of Commerce – 2001.
          Sree Narayana College, Kerala – India.

Technical Skills
· Microsoft Windows

· Microsoft Office.

· Tally ERP 9, Peachtree & PACT
Personal Details
· Date of Birth: 25 May 1981

· Gender: Male

· Nationality: Indian

· Marital Status: Married

· Availability: Immediate.

· Languages: English, Hindi & Malayalam.

· Visa Status (Visit Visa)
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