CV No: 1082040
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

Objective

To work in an organization where the work force is motivated and is given challenging opportunities for growth, and to provide the highest level of service by combining efficiency and skills with the right attitude, to ensure management satisfaction.

Work Experience 

Dates Employed

Job Title


Company
2009-till


Accountant Manager

Computer Academy, Modasa






Gujarat, India







Pin-383315

Updating & maintaining daily accounts, managing cash ledgers, payments, receipts & petty cash, maintaining banking records



Part of the audit team in managing & update of audit data.



Student’s receivable Age wise analysis, centers Payable Age wise analysis, Prepare daily sales & purchase report etc..

2007 – 2009


Account
(Administrative Assistant
KBR (Kellogg Brown & Root)
Cross Leveling Department)
Services, INF America(Kuwait Site)
· Managing Day to Day accounts for cross leveling Receiving & sending Dollar & material Transaction.
· Prepare daily, weekly and monthly Redistribution report to Theater redistribution head quarter at the Baghdad and upper management in Kuwait. 
· Prepare cross level Memorandum, EMR (Equipment Material Request) and Property Freeze Request for Government Property and obtain approvals from ACO, DCMA, GPA and material control manager to transfer materials for cross leveling to its final destination.

· Compile and analyze Redistribution material requisition for cross leveling materials to all request sites in theater

· Prepare Service Orders For Parts Required
· Tracked material availability within theater through Maximo/Steam. 

· Working on SAP and procurement Status Report (PSR). 
· Communicate with all storerooms In (Kuwait, Afghanistan and Iraq) for current status of material. 
· Informed end user and theater distribution office in which Storeroom, the material for cross- leveling is available. 
· To update and maintain accurate material information in STEAM/MAXIMO. 

· Preparing Warehouse requisition Shipping record and shipping to relegate site. 

· Monitor and resolve all report of Discrepancies (ROD) and Overage short and Damage Report (OS&D). 
· Maintain current information in expediting database for P1 requisition. 
· Review, Track and maintain database files project material from requisition to receipt at the job site. 
· Provide shipment latest location report to end user through ITV Server. 
· Provide Constant real time status on all shipment inbound and outbound of the Kuwait Theater. 
· Ensured that the Accounts, clerical and administrative portions of all work were accomplished effectively, allowing the team to concentrate on technical, professional and managerial duties
· Planned and carried out the work of the office and handled problems and deviations in accordance with established instructions, priorities, policies, commitments and program goals of the Owner

· Ensured that the procedures and administrative controls of the business office worked smoothly and that that administrative details were not overlooked
· Made administrative decisions regarding what needed to be done and how the work was to be done based on knowledge of the goals, policies, priorities, and prior commitments of the staff

· Handled Accounts, confidential documents and filed a wide variety of office documentation entering critical sales information into computerized tracking systems

2004 – 2007

            Accountant cum                    Khan Exchange Est.
                                              Counter Sales Executive       Kuwait City, Kuwait.
Managing day to day sales of foreign currency, following up world currency calculations, maintaining banking records. Coordinating with the company’s CA and providing updated accounts ledgers. 
2004 – 2007
(Part time)
Accountant


Orient Jewellery, Kuwait
Managing day to day accounts, updating & maintaining cash & credit ledgers, update of manual bills and vouchers in billing software, providing concerned reports to the Chief Accountant.
2001 - 2004

Chief Accountant
Jayantibhai Prajapati Co.


Gujarat, India.

             

Updating & maintaining daily accounts, managing cash ledgers, payments, receipts & petty cash, maintaining banking records

Part of the audit team in managing & update of audit data.   
1998 – 2001                           Data Entry Specialist
Income Tax Department.

                                  Gujarat, India.
Updating & maintaining data of Income Tax, TDS & FDS. 
EDUCATION

Degree                                   School/University
Location

Year 
M.Com
North Gujarat University
Gujarat – India

2001

B.Com                    
North Gujarat University 
Gujarat - India

1999
H.S.C
G.H.S.E.B
Gujarat – India

1995
S.S.C
G.S.E.B
Gujarat – India

1993
Diploma in Computer   
Gujarat Computer institute
Gujarat – India

2002
Hardware
Technical SkILLS
1.OS (OPERATING SYSTEMS)
Windows-98/me, 2000 Professional, Window xp, Windows Vista, Window 7

Win xp Server2003, win Server 2008,

Red hat Linux 
2.APPLICATION TOOLS
Ms Office 97, 2003 and 2007

Ms Word, Ms Excel , Ms Access, Ms Power Point, Ms Office Outlook, Ms Front page

3.N+(Networking)

Cabling, Configuration the LAN and VLAN, Configuration of proxy server, Share the Internet
Network Protocols ,OSI layers, Developing network design LAN,MAN,WAN,CAN,SAN ,Protocols, Peer to Peer and Server to Client networking, Managing Network Resources, Sub netting,

Implementation and troubleshooting,

Maintenance of different networks 

4.CCNA  (Cisco Certified Network Associate)
To configure 2800 & 2600 Cisco Routers and 2900 & 1900 Cisco Catalyst Switches. IP Addressing, Sub netting, VLSM, Routers Fundamental, Routing like Static, Dynamic, Default To enable interfaces and various routing protocols like RIP, OSPF, IGRP, and EIGRP
5.MCSA (Microsoft Certified System Administrator)
Managing Maintaining a Microsoft Window Server 2003 Environment

Implementing, managing, and maintaining a Window Server 2003 Network infrastructure

Planning and Maintaining a Win server 2003 Network infrastructure

Planning, Implementing, and maintaining a win server 2003 Active Directory infrastructure 
Install and configure windows 2003 Server

Installing and configuring Active directory 

Installing and configuring additional domain controller

Create users and assign the required permissions. 

Configure the Group Policy. 

Check the servers health 

Install the additional domain controller 

Install DNS Server 

Install DHCP Server o Install the File & Print Server and define the disk Quota 

Install and configure the Exchange 2003 server

Managing Backups
6. Visual Basic




7. Oracle








8. D.T.P










(Desk Top Publishing)
9. D.P.C.S








(Data Prepare & Computer Software)

10. Tally 5.4, 7.2 & 9








(Financial Accounting System)

11. ACE Visual Gold







(P.O.S Software for Gold Accounting)

12. Maxima
(Steam)






(P.O.S software for Stock maintenance)

Online Training 
Defense Acquisition University (DAU)
Lean

Date of Complete


Training Description
28 Aug 2008



Introduction to Lean Enterprise Concepts






CLE004 Section 888.

30 Aug 2008



Lean 6 Sigma For Manufacturing 






CLE007 section 888.

02 Sep 2008



Six Sigma: concepts and Processes






CLE008 section 888.
30 May 2009
EI Enterprise Integration Overview

CLE006 section 888.
06 Jun 2009
Physical Inventories


CLM037 section 888.

10 Jun 2009
Performance Base Logistic(PBL)

CLL011 section 888.


KBR Breeze Online 
04 Aug 2008



Level-1 Frontline Customer Service 

21 Aug 2008
Quality is Everyone’s Responsibility Five Module completed
Maximo (STEAM)
19 Aug 2008



STEAM-PP+ Delta Course Guide

06 Sep 2008



STEAM Work Management

06 Sep 2008



STEAM-LOGCAP Create a Requisition for PO(Purchase Order)
06 Sep 2008



STEAM-MAXIMO Creating a Material Requisition

06 Sep 2008



STEAM Procurement Training 

09 Sep 2008



STEAM Storeroom Management

18 Sep 2008



STEAM Assets
PSM(Procurement  Supply Management)
08 Jan 2009



PSM- Price Analysis Fundamentals

08 Jan 2009



PSM-Navigation Guide

08 Jan 2009



PSM-Insurance Requirements

03 Feb 2009



PSM-Contractor Purchasing System Review (CPSR)

03 Feb 2009



PSM-Source Selection Evaluation Criteria

03 Feb 2009



PSM-File Organization

05 May2009



PSM-Supply Management Weekly Online Training Storage
05 May2009



PSM-Supply Management Weekly Online Training- Movement
06 May2009



PSM-Market Research

06 May2009



PSM-Roles and Responsibilities

19 May2009
PSM-Supply Management Weekly Online Training- Subcontractor Control
24 May2009
PSM-Supply Management Weekly Online Training- Relief of Stewardship/Disposition

LANGUAGES

Language


Proficiency Level

English



Fluent-Full Knowledge


Hindi



Fluent-Full Knowledge

Gujarati


Fluent-Full Knowledge
Arabic



Conversational
PERSONAL DETAILS

Date of birth


20th  June 1978
Sex



Male

Marital Status


Married
PASSPORT DETAILS 

Nationality


Indian
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