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CV No: 1096470
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

	

	Profile
	 
	


· Result-driven professional with experience of 3 years across Accountant and Assistant System Administrator.
· Result oriented & responsible professional with a matured approach and able to make an effective contribution to the performance of a team with good leadership and motivating capabilities.
	Key Skills
	 
	


· Accounts payable processes & management reports/payments
· Invoices/Expenses transactions

· Corporate accounting & booking

· GAAP Standards & Government regulations

· Records organization & Management

· Journal entries & General ledger

· Spreadsheets & Accounting reports

	Experience 
	Snapshot 
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Aug’11 - Oct’13
Accountant

· Entering Daily Sales, Purchase, Cash & Bank transaction
· Maintaining Petty Cash Book & Stock Book
· Handling of sales tax ( Statutory forms) Preparation, checking of vouchers for payments & receipts
· Preparation & filling of statutory payments & returns related to TDS, VAT, service tax, professional tax. Reconciliation of bank account, creditor’s a/c, debtors a/c
· Handling payroll activities like payroll register, PF, PT, ESI
· Preparation debit notes/credit notes meets accounting financial objectives by forecasting requirement
· Monthly closings & preparation of monthly financial statements
· Administer accounts receivable & accounts payable
· Preparation of bank reconciliation  statement
· Confirms financial status by monitoring revenue & expenses, coordinating the collection, consolidation & evaluation of financial data, preparing special reports.
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Oct’09 – Sep’10

Assistant System Administrator

· Work closely with the IT Manager to insure as little employee downtime as possible 

· Outstanding customer service 

·  Handle and resolve help desk tickets and escalate to IT Manager when necessary 

·  Cable management 

·  Virus and malware removal skills 

·  New PC deployment skills 

·  Identify, interpret, and evaluate systems and network requirements 

·  Be proactive 

·  Support remote users via remote control software and telephone 

·  Assist in installation of computer and networking hardware 
	STRENGTH

	
	  

	· Strong communication & presentation skills
	· Strong customer service orientation

	· Strong Operations Skills 
	· Proficient in Computer Applications

	· Can work independently or in a team
	


	Academic
	Qualifications
	


Bachelor of Business Management (Finance) Bangalore University



2009

Pre-University College (Commerce) from M.M.U Pre-University College


2006

S.S.L.C (K.S.E.B) from Marriam English High School





2004

	Other
	Qualifications
	


Advance Diploma in Software Technology from BALC
Advance Diploma in Hardware & Networking from ECIT
	Career
	Achievements
	


· Showed flexibility in working well in cross-functional teams even under pressure with a good sense of urgency to complete tasks within strict deadlines.
· Displayed ability in handling problems as opportunities and interacting with management. 
· Excelled in role requiring the ability to handle a variety of customer service and administrative tasks and                                                resolve customer issues with expediency.
	IT
	Skills
	


· Knowledgeable with Basic Computer usage skills.
· Proficient with MS Office (Word, Excel & PowerPoint), Net surfing, Web Research and Tally 9.0.
	Personal 
	Details
	


Nationality

:  Indian

Date of Birth

:  20th Sept 1988

Marital Status

:  Single

Visa Status

:  Visit

Languages

:  English, Hindi & Kannada

