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Career Objective
Seeking a position in a develop-oriented company which allows me to use my talents and gifts to fill the needs of its members and clients and to use proven skills and ambition in a career with potential for long-term advancement.
· Ingrained confidence and tact to handle crisis on a virtually daily basis thus resulting in the ability to handle multiple responsibilities for all kinds of Accounts, Purchase to identify and prioritize tasks at hand. 
· Adept at managing workforce issues and smooth execution of strategic transactions. 
· Proven ability of taking initiative in completing the reports with exceptional professionalism and detail.
· Able to maintain a professional and positive demeanor, regardless of the situation.
Educational Background
· Graduate  (Bachelor of Art)
· Bachelor  of Library and Information Science (BLIS)
· Diploma in Computer Application  (DCA)
Total Work Experience   7 yrs.   
UAE Work Experience   1 yr. 6 Months
October 2014 – Till date: Sales Co-ordinator cum Accountant, Sky Way Plastic LLC.(UAE)
Customer Service maintain responsibility to Provide client best service and information regarding different products to make sure client satisfaction and focus on cross selling of different products.
Responsibilities as sales Co-ordinator
· Handling various activities in sales co-ordination & sales supports.
· Products like Plasticcups, Freezer bags, plastic spoons,container, plastic table cloths, garbage bags & all plastics items etc.
· Planning for accurate & quick supply of goods for the purchase order received.

· Preparing sales quotation, sales order, delivery notes & invoice etc.
· Maintaining records of material certification and traceability of related products.

· Requesting for quotation & negotiation price and terms of products with suppliers.

· Solving any sales related issues with customer’s
Responsibilities asAccountant
· Maintaining basic accounts, book keeping
· Reconciliation of Bank statements
· Office work clearing DD pay order remittance, delivering cheques  book.
· Invoice entries and cross checking
March 2014 – September 2014: Accountant, Info graphic Printing and Designing LLC.(UAE)
Responsibilities
· Maintaining basic accounts, book keeping
· Reconciliation of Bank statements
· Customer relations
· Invoice entries and cross checking
· Prepared and analyzed financial statements
2008-2012: Accountant, S.S.V.M School, India.
Responsibilities
· Maintaining basic accounts, book keeping
· Reconciliation of Bank statements
· Customer relations
· Invoice entries and cross checking
· Prepared and analyzed financial statements
· Helped in preparing tax returns
2007-2008: Data Entry Operator, Income Tax Office, Delhi India.
Responsibilities
· Enter data sources of income  TDS and other
· Achieve the given target
SKILLSs
· Proficient in MS Office, Tally Epr 9
· Excellent Accounting knowledge
· Proficient in accounting software’s Tally
ACHIEVEMENTS
· Develop and implement new financial methods and procedures.
· Handle complete accounting structures of companies
LANGUAGES KNOWN
English & Hindi 
PERSONALPROFILE
Age & D.O.B

:  30th August 1973
Gender

:  Male



Nationality

:  Indian
Marital Status

:  Married
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