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CAREER OBJECTIVES

· Accounting & Administrative professional with more than 12 years professional work experience  and versatile management skills with a blend of various areas in Construction industry seeks suitable placement where I can share and enrich my skill sets with in a growth oriented organization. 

CORE COMPETENCIES
· Very Good at Accounting & Administrative affairs, customer & Supplier relations
· Good planning & Inter personal skills and committed to exceptional service.
· Able to work under pressure with minimum supervision.
· Good planner& organizer with maximum productivity& priority in tasks
· Simultaneously supported multiple project teams  

· Very good at Inventory management and familiar with material procurement system. 
· Well versed with GCC Construction Industry.
· Precise and concise communicator. 
FUNCTIONAL KEYS
· Accounting  Management 
· Maintain of all type Accounting vouchers entry
· Maintain Bank reconciliation Statement and Reconciliation of Debtors & Creditors 
· Maintain books of accounts in Tally
· Maintain Internal Audit: Store And Accounts Book
· Preparation and input of month end journal vouchers
·  Inputting, matching, batching and coding of invoices
·  Responsible for financial accounts including budgets and cash-flow
· Conducting regular business reviews of financial performance
·  Proactively identifying business improvement opportunities
·  Fixed Asset accounting, reconciliations and depreciation journals
·  Ensuring that information is accurately collated & entered into systems
·  Preparation of bi-weekly invoice and expense claim payment runs
·  Assist in the preparation of monthly balance sheet account reconciliations
·  Inputting of supplier invoices and employee expense claims to the ledgers
· Excellent team work. 

· Supply Chain Management & travel coordination. 

· Good customer service& support to team 
· Good risk assessment& resolution
EDUCATIONAL QUALIFICATIONS

	COURSE
	College/

School
	Board/University
	
	Percentage
	Year of passing

	Bachelor of commerce
	Haima Collage Nizamabad
	Singhania university
	
	68%
	2008-2011


TECHNICAL QUALIFICATION’S

· Tally ERP 9,
· Knowledge in MS-Office.                                                                                                                                                         
· Computer Hardware 
ACTIVITIES AND INTERESTS

· Collection of old coins.

· Watching Television.
STRENGTHS

· Can contribute to healthy functioning of the organization.

· Can take up the job with responsibilities.

ACHIVEMENTS 
·   Cricket, volleyball & Kabadi winners in mandal level
WORK EXPERIENCE 
Leading Company :    July 2001 to October 2012

Leading Company is a major construction conglomerate in Qatar, this company executes major civil and infrastructure projects in Qatar with more than USD 100 million project value, and this company executes all projects with its own work force.  My key deliverables are stated below.

· Handled All Accounting functions

· Handled all Joinery and Interiors work activities.

· Handled all the Transportation of the Division. 

· Receiving the MRFs from the site and passing to the procurement team.

· Passing the LPOS to the suppliers and follow ups to meet the planned activities

· Supervising the office activities and taking the responsibilities of office administration

· Preparing the weekly reports to Office Manager regarding the Scheduled tasks and administrative issues.

· Internal Auditing of office related documents for ISO 9001: 2008

· Documenting the material test report and all minutes of meetings.

· Supporting in Invoicing and transport scheduling.
PERSONAL DETAILS

Date of birth



:08- Jan-1978

Marital Status



: Married

Nationality



: India

Visa Type 



: Visit Visa


