CV No: 1077096
Email: cvdba15@gmail.com
Mobile: +971505905010 / +971504753686


CAREER OBJECTIVE:
Seeking a position as an Accounts and Finance &sales Executive  , to work in a professional and challenging environment and to be an integral part of a growth oriented organization. Where I can be an asset to the organization, contribute my knowledge and experience and simultaneously grow professionally within the organization. 

PROFILE SUMMARY:
· Professionally qualified  Bachelor of commerce  (B com).

· Knowledge of accounting procedures, management reports and Import dealings. 

· Sound knowledge of banking procedures, Import letter of credits processing. 

· Conversant in preparation of financial statement; including income statement, balance sheet, statement of cash flow.

· Well-versed with computerized accounting packages, MS Office applications, Business & Internet applications.

· Possess demonstrated ability to work effectively and congenially with employees at diverse levels. 

· Bonded by strong work ethics, commercial with excellent communication and influencing skills.

· Able to undertake challenging tasks & responsibilities, can manage high pressure work environment.

· Possess excellent analytical, management & administration problem solving skills.

  Highlights of Professional Experience:

I have more than 1. 2 Years of experience in office manager related job and control all transactions.

EMPLOYMENT HISTORY:
Accounts, Finance & office manager 
COMMUNICATION 

KASARAGODE,KERALA,INDIA                                                                                                                                                                                                                                  
JOB PROFILE – Finance and Accounts:
· Managing the Finance department to ensure that all accounting and financial procedures are streamlined and to assist all other unit in ensuring a smooth operation.

· Establish Import Letter of Credits with banks Trade Finance department and also negotiating import documents under the provided credit facilities.

· Supervise effective petty cash management, preparation of employee’s monthly payroll; ensure timely deduction of staff loans & advances. 

· Adjusting vouchers for provision for accruals and prepayments for making monthly financial statements.

· Credit control and follow up for debtor’s collection 
· Negotiating suppliers for payment terms and verifies the accuracy of supporting documents prior releasing payments to the suppliers. 

· Complete bank reconciliation and maintain daily banking procedures.

· Reviewing insurance customer document before submitting to the company

· Reviewing inter branch transaction and its reconciliation
· Examining and analyzing financial records, financial statements, assess the accuracy of financial reports completeness, conformance for reporting and procedural standards.

· Supervision, pre-audit assessment of accounts and verify the accuracy of accounting transactions, Liaison with external auditor’s in finalization of company accounts.
JOB PROFILE - Assistant Auditor
· Preparing Trial Balance
· Draft Profit & Loss Account till Finalization
· Bank Reconciliation
· Tax Computation
· Inventory Check.  
JOB PROFILE - Sales Consultant 

· Respond to all customer enquiries and convert them to sales order

· Maintain continuous follow-up of existing and potential clients, maintain their database.

· Handle customer complaints, resolve issues and ascertain client satisfaction Rendering accounts with daily statements of receipts
· Preparing and forwarding quotations to the customers as per their request / requirement Client 
ACADEMIC HISTORY:

· Degree  Bachelor of commerce(kannur university2012)

· Plus two commercs(board of Kerala 2008)

· Secondary school  certificate 2006 
COMPUTER SKILLS
Computer accounting      Tally
Diploma in computer application

DTP (ENGLISH)

PERSONAL PROFILE
Visa status                            :              Touris Valid 
Nationality

: 
Indian
Marital Status

: 
Single
Visa Status

:
Residential
Languages known
:               English, Hindi, Malayalam                      
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