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Result-oriented, adaptable, self-motivated, and multilingual customer service professional with good multitasking experience. An avid learner and a strong team player, with competitive oral and written communication skills. 

Profile 

· 8+ years of work experience as document controller, sales coordinator, accounts assistant  in Dubai, UAE

· 4+ years of work experience in accounts and administration in India.

· Qualified with Post Graduate Diploma in Computer Application (P.G.D.C.A) from De Paul Computer Academy, Kerala
     Bachelor of Arts (B.A) in Economics from Calicut University, Kerala, India
     Typewriting English (Higher Grade) from Board of Technical Examinations, Kerala, India.
· Strong inter- personal and communication skills in English, Malayalam, Hindi, Tamil, Arabic
· Ability to easily understand new concepts with minimum refractory time

· High adaptability, Perseverance and Integrity to Work

· A confident, outgoing person with a positive out looks. 

· Ability to understand business process and systems. 

· Open to criticism and view failures as opportunities to learn and stepping stone to success. 

Career Graph

ABDUL WAHID A. KAZIM & SONS L.L.C (From December,2005-March,2014)

Position –“Document Controller, Sales Coordinator cum Accounts Assistant”
About the Company: 

A leading name in hardware and building materials trading since 1975 having office and main show room in Deira Dubai. (Tel: 04 2226419, Fax: 04 2234474, Email: awkazim@gmail.com)

Job Profile

· Receiving L.P.O from Customers and arrange timely delivery.

· Check the stock status and instruct the Purchase Dept. for any foreign or local purchase if needed.

· Preparation of Stock report for the Purchase Dept.

· Contact the Bank regarding the arrival of shipping documents and submit applications for the release through L.C or any other facility.

· Coordination with shipping companies for the timely release of shipment from the port and arranging the transport.

· Preparing invoices and L. P. O

· Entering purchases and controlling Inventory System.

· Log and track all controlled documents for various clients.

· Register the receipt of documents from both internal and external sources.

· Update & maintain records into company IT database; manage hard copies.
· Advertise the vacancy, apply for medical, visa, labour card, emirates Id and their timely renewal. Proper filing of all documents related to employees and company. 
· Apply for the renewal of Trade License, Chamber of Commerce, Bank facilities.
· Preparing various reports for the sales and purchase department.
· Book keeping & General Accounting.

· Verification and authorization of vouchers.

· Posting and Journalizing Financial Transactions.

· Issue of Invoices on the basis of supported documents.

· Monitoring and Following up of Receivables.

· Answer all customer queries related to payments and outstanding Invoices.

· Provide management with timely, daily, weekly, monthly and yearly financial reports.

· Follows up with Clients about receivables. 

· Maintaining up to date billing systems.

· Handling petty cash book.

· Preparing statement of accounts  for various customers 

· Preparation of cheques and updating bank book entries

· Preparing the report for the management for continued business

· Maintaining good working relationships with senior management.

· Co-ordination between seniors and juniors, customers and suppliers.
DENNIS LEGAL CONSULTANCY  (2001-2005)
Position- “Accountant  cum Office Administrator”

About the company:

A leading legal consultancy providing legal assistance for public.  Also doing legal documentation for various nationalized banks.  Located in Kannur, Kerala, India. 
Job Profile

· Preparation of various legal reports and petitions.

· Dealing with clients, handling appointments, attending telephone calls.

· Preparation of legal assessment report according to banks requests on their client’s application for availing loans and other facilities.
· Ensure accuracy of information contained in financial reports & their compliance with statutory requirements

· Manage the day to day financial transactions of the company.

· Maintain book of accounts in a computerized environment.

· Utilizing filing systems; preparing binders and files for cases.

Education

· Post Graduate Diploma in Computer Application (P.G.D.C.A) from De Paul Computer Academy, Kerala, India

· Bachelor of Arts (B.A) in Economics from Calicut University, Kerala, India
· Typewriting English (Higher Grade) from Board of Technical Examinations, Kerala, India.
  Computer Skills

· Operating System 
: 
MS DOS & Windows 

· Language 
:
C, C++, Visual Basic 6.0 & FoxPro2.6

· Accounting Package 
: 
Tally for Windows

· Office Package
:
MS Office (XP, 2003, 2007)

· Web Technology
:  HTML & Microsoft FrontPage

· Database 
:
FoxPro & MS Access

· Networking 
: 
Netware 3.12 & Windows NT

· Others 
: 
DTP (Adobe Photoshop 7, PageMaker 7,Corel Draw 11, ISM Publisher 3.0) Web Browsers, Virus Scanners, System Mechanic, Software installation and up gradation & Basic hardware knowledge. 
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