CV No: 1088202
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
POST APPLIED FOR ACCOUNTANT/ADMINISTRATIVE EXECUTIVE
CAREER OBJECTIVE
	To serve for a challenging job in a Progressive organization, where I can contribute and build my professional carrier along with growth of organization & give the best my contribution, qualification,experience & abilities. 



STRENGTHS: 
Highly motivated and hard worker. 
Firm determinations Self-confidence level is high
Highly resourceful and quick learner. 
Admit fault & ready for positive improvement
Trustworthy and Flexible nature. 
Excellent team Player. Facilitator
Analytical, Decision making & Negotiation 
Solid work Ethic, Self-driven




ABILITY:
Handling multi-tasks and personalities efficiently. 
Deal with challenging situations professionally Work flexible hours to meet company objective
Result oriented and Focused  
Planning and well Organizing. 
Maintain confidentiality.



Motivate, inspire and supervise a team. 
Perform well under minimal supervision.
Work to tight deadlines and priorities duties
PROFESSIONAL SKILLS:
Extensive experience in Computer (Tally,MS office etc.,). 
Expertise in generating payroll 
Excellent in Event organization 



Expertise in Purchases 
Expertise in Office Administration    

. 
Effective & efficient records management 
Excellent in Written and verbal communication
Efficiently managing Facilities, Equipments & Supplies.
COMPUTER KNOWLEDGE:
	Accounting Software-Tally ERP 9.
Microsoft office.
Auto Deal.
Photo shop.


ACADEMIC QUALIFICATIONS:
	QUALIFICATION
	INSTITUTION
	UNIVERSITY/BOARD
	PERIOD

	B.Com with first class(60 % Marks).
	St.Aloysius College Edathua.
	M.G University.
	2005 to 2008

	+ 2 with first class(67 % Marks)
	L.M.H.S.S Pacha – Chekkidikad.
	State Board of Kerala.
	2003 to 2005

	S.S.L.C with second class(57% Marks)
	L.M.H.S Pacha –Chekkidikad.
	State Board of Kerala
	2002 to 2003


ADDITIONAL QUALIFICATIONS:
	QUALIFICATION
	INSTITUTION
	YEAR

	Accounting software- Tally,Manual Accounting & Micro soft office.
	Institute of Accounts.
	September 2008.


FIELD EXPERIENCE:
With more than 3 years of extensive professional experience in areas of Accounts,Purchase & Office Administration in well established Marine & Steel Fabrication companies.
EXPERIENCE DETAILS(3.3 years)
	COMPANY NAME
	DESIGNATION
	PERIOD OF EMPLOYMENT

	Leading Company,India.
	Accountant Executive
(Temporary post)

	June 2013     to  September 2013

	Asaker Marine & Shipping Agency,Ajman,UAE.
	Accountant & Administrative Executive.
	January 2012    to    March 2013

	Fabcon Industrial Services Fz LLC, RAK,UAE.
	Accountant & Administrative Assistant.
	February 2010   to  September 2011


RESPONSIBILITIES AS AN ACCOUNTANT
1. Preparation and checking of Invoices & Credit Notes.
2. Passing Vouchers - Contra, Payment, Receipts, Journal, Sales and Purchases etc.
3. Preparation and checking of all Statement of Closing Entries (Accruals, Prepaid, Depreciation etc.)
4. Preparation and checking of Salary Calculation.
5. Preparation and checking of Leave encashment & Final settlement.
6. Preparation and checking of Cash Flow & Monthly Costing P/L Account.
7. Preparation and checking of Payments slips to Suppliers.
8. Follow-up receipts from Customers
9.Handling petty cash transactions.
10. Preparation and checking of Bank Reconciliation.
11. Preparation and checking of Monthly financial reports.
12.Arranging records in a syatematic Order.
13.Assisting Auditors for Auditing of Accounts.                                                                                    
OTHER RESPONSIBILITIES
1. Assisting Purchase Manager for Purchase of Materials.
2. Preparation and checking of Purchase orders with respect to Material requisition.
3.Booking of air tickets and arranging transportations for employees.
4.Arranging medical services for employees.
5.Arranging transportation for collection & delivery of materials.
6.Online booking and sending of  Couriers (DHL,UPS,ARAMEX,etc.)
7.Preparation of documents and Doing of all clerical works.
PERSONAL PROFILE
Age & Date of Birth
           :
                        25 years,13-04-1988
Sex


           :
                         Male
Nationality

           :
                         Indian
Religion

           :
                         Christian
Marital Status                            : 
            Single
Mother Tongue                          :                         Malayalam
Languages Know                       :

            English,Hindi,Malayalam & Tamil
Visa Status

            :
            Visiting Visa.
Date 






