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CV No: 1086570
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Objective:
Seeking a challenging Accounting & Admin position within progressive and growing organization where my education & experience will have valuable application.

Profile:

· 4 years of experience in handling accounting, Administration in India
· A Graduate in Commerce (B.Com.)

· Well versed in MS Office Applications.

· Have excellent planning, analytical & problem solving skills.

· Ability to plan, organize, and reliably complete projects with minimal or no supervision.

· Ability to effectively interact with employees at all levels of the organization and work with a variety of people from diverse backgrounds. 

· Have excellent time management skills & can meet the deadlines without compromising on quality.

· Excellent communication & interpersonal skills. 

· Highly attentive to details and can work under pressure & meet deadlines.

Experience:

     Worked as an Accountant at Minerals Pvt.Ltd at Mangalore India            (Jun 2011 to April 2012 )

     Accountant,at NKG Kudva & P.V Shenoy  At Mangalore, India (From July 2012 to April 2013)
· Accounts cum Admin Melkar Enter Praises, India (From 2013 to Present)

· Accountant  & Admin  Coastal Wood Products, India (From 2012 to March 2013)
· Worked as an ACCOUNTANT under Tax practioner’s office – MR.Abdul Nazeer 
Mangalore’ Karnataka, India (Dec2009 to Dec2010)
Accounts
· Received and recorded invoices and arranged payments.

· Prepare and send invoices to debtors

· Calculate and distribute wages and salaries.

· Prepare regular reports and summaries of accounting activities.
· Supervise & coordinate in petty cash activities for the company.

· Prepare daily cash summary.

· Entering the petty cash related business data into accounting system used by the organization
· Prepare financial statements and debtors’ listings / Check customers’ credit ratings

· Verify recorded transactions and report irregularities to Senior Accountant.

· Maintained Daybook, Sales, Purchase & Stock Registers; posted ledgers.

· Assisted in generating income statements, balance sheets, general ledger, checks and reports.

· Credit control and collection of accounts payables and receivables.

· Reconciliation of bank statements.

· Established and maintained close relationship with bank authorities and auditors, ensuring compliance with all regulatory bodies.

· Ensured that there are effective internal controls.

· Handled billing & delivery of commodity against purchase orders.

Office Administration

· Provided administrative support to both staff & managers & coordinated with all departments.

· Screened telephone and personal callers & Made and recorded appointments.

· Filed correspondence and other records.

· Received and processed incoming and outgoing mails.

· Did business correspondence on behalf of the organization.

· Organized business itineraries travel arrangements & hotel bookings.

· Coordinated in purchasing office supplies.

· Maintained personal files of employees & handle petty cash.

· Calculated salary & wages / distributed the same to employees.

· Prepared quotations for builders when tenders were invited.

· Received, prepared and recorded invoices and payments.

· Visited the work place and ensured that healthy relationship between employees & management.

· Handle clients’ queries & redress their grievances.
Responsibilities
Convincing Customers with Knowledge of local and international

Languages which makes easier to handle Customers Personally.

Ability to Co-ordinate and complete jobs on time.
Optimist, Leadership skill, interpersonal skill and team player.
Academic Credentials:

Bachelors in Commerce (B. com.), Mangalore University, Inida-2011 
Completed Diploma in E- Business from MICE, Mangalore in the Year 2010
Computer Skills:

· MS Office Applications

· Internet & E mail
· Tally ERP 9, Peach Tree, Dace Easy,

· Banking Software

· Pharmacy Software

Personal Details:


Nationality

: Indian


Date of Birth

: 29.12.1986

Marital Status

: Single


Visa Status

: Visit Visa
                       Languages Known  
: English, Hindi, and Malayalam & Kannada
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