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CURRICULUM VITAE

CV No: 1067112
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686


CAREER OBJECTIVE:
To pursue a professional career in an organization that offers a competitive environment, demands excellence in performance, and provides opportunities to attain professional growth based on the individual’s merit, performance and capabilities.

RANGE OF EXPERIENCES:
CURRENT EMPLOYER:-
   Electro-Mechanical Works L.L.C; Dubai, U.A.E (From Jan’2012 To Till Date)

   (Position – Accounts/Admin/Sales

PREVIOUS EMPLOYERS:-
I. M/s Flamingo Building Constructions, Kalba, Sharjah, U.A.E (From Nov 2010 To Oct’2011)

   (Position – Accountant cum Administrator

II. M/s Al Quawmiah Trading Est.; Fujairah, U.A.E ( [From 01.08.2007 To 31.10.2010]
    Position (Accounts/Purchase/Admin/Service & Sales Co-ordinator
Job Profile:-

· Maintains all books of accounts till re-finalization via manually and by computerized environment, dealing with service centre software, dealership software.
· Participates in planning and organization of audit engagement.
· Handling overall administration of the companies policies and procedures, purchase matters 

· Maintains all warranties and non warranties of servicing and repairs of equipments.

· Drafting correspondences, letters, dealing and coordinating all the warranty and non warranty servicing of a/c units and appliances; Drafting & preparing quotations for new purchases of equipments and units installations and implementations, making approvals for purchase orders, receiving orders from clients, making invoices, receipts, etc.
· Drafting various correspondence, memorandums, circulars, minutes, letters and capable of handling any other secretarial works etc.

· Looking after the administration of all the divisions and its project clients, all legal matters such as visa procedures, bank deposits, withdrawals, making reconciliation statement with bank and for stocks of A/c units and home appliances.
· To receive materials with correct specifications, quality and quantity and maintain log book; To correct positioning of all materials and supplies in the ware house; To maintain materials safety and in good condition by taking all precautions to ensure that they do not suffer from damage, pilfering or deterioration, and to supervise packing, labeling and loading.
· Takes care of entire procurement process like selection of appropriate suppliers, materials inquiry and negotiations, discussion with site management for the materials needed, LPO and follow up on the delivery as well as administered the supply of all the materials and equipments needed for the construction projects; Monitoring all the company assets to diminished purchases of new equipments,
· Take major & complete responsibilities & risks in conducting physical & computerized verification of complete inventory system i.e., keeping aware of all the warehouse stocks of Air-condition units & Home appliances; about Air-condition & Refrigeration materials and spare parts; keeping control of all the tools & equipments in the project sites, company premises etc 

· Shares knowledge and best practices with team members and keeping time to time reports and reminders to managers, directors and concerned authorities.

· Implements the sales and marketing strategies as approved by the GM at the localized level.
· Making frequent follow-ups for quotations, and making ways & plans for proper sales approvals.
III.  Employer – M/s Kreston International, New Delhi 

      Position  –  Accounting cum Auditting

      Duration –  1st Dec 2005 To 31st Jan 2007

IV. Employer –  M/s M & M Industries, Gurgaon, Haryana     

       Position   –  Accounts & Admin Assistant
       Duration  –  1st Oct 2004 To 31st Oct 2005
V. Employer – M/s Nedumparambil Financiers, Tiruvalla, Kerala
       Position – Accountant cum Secretary

       Duration – 6th Jan 2003 To 15th Sept 2004
EDUCATIONAL ATTAINMENT
M.Com



Pursuing by correspondence from M.K U’sity.

B.Com
(2002)



Mahatma Gandhi U’sity, Kottayam (Kerala)

Computer Knowledge:-

2 years computer programme from NIIT.

· Well versed with MS Office Tools and Internet operations including HTML programming.

· Expert with all Tally packages from Dos to Windows Version including VAT version i.e., ver. 7.2, Sage S/w’s like Simply Accounting, Peachtree and Other S/w’s like AutoCAD etc.
· Familiar with all operating systems and its hardware and software installations etc.

Extra Attainment:-

I have also undergone almost 6-8 months financial management training in a consultancy firm

in kerala.

PERSONAL TRAITS
Date of Birth

25.02.1981

Marital Status
Married
Nationality

Indian

Languages Known
English, Hindi, Malayalam, Tamil & some knowledge in Arabic. 
Strengths

Hard working, Dedicated, Can Handle Stress, Quick 

Grasping ability, Positive attitude teamwork, Self confident, Positive thinking, Sincere, Trust worthy and Friendly.
Salary Expected
Negotiable

PROFESSIONAL DEVELOPMENTS
Professional developments come from in-house seminars and trainings provided by the college and from the worked companies. Topics range from basic accounting and verifications of bills and signature and principles to difficult accounting and their suggested solutions and maintaining the books of accounts from vouchers to re-finalization of accounts and also courses related to management skills and personal growth. These measures help me a lot in enriching my technical skills as well as my leadership ability. And working in the gulf environment has really helped me to gain administration & confidential knowledge in handling the purchases & logistics procedures and policies.
PAGE  
2

