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CV No: 1144974
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686                                                                                                                                                             



Objective:

To seek a responsible and challenging position within a reputed organization in Bussines,Accounts & Administration and invest all my professional skills, qualifications and experience to the optimum level to facilitate continued career growth and to produce best results for the Organization.

Profile Summary:

· Have 9 years of experience in Business, Accounts, Office administration, purchase & Sales in readymade garment import and export, Food(Basmati rice) Saudi Arabia, UAE, Bahrain, china, Honkong, India, 
· Proficient in Ms office application.
· Hold a Bachelor Degree in Commerce (B.Com.) & Diploma in Basic Computer.
· Well experienced in using Tally9 ,ERP & MS Office
· Well experienced in international import and export readymade garments, food(Basmati rice) business management, accounting, Office administration functions and can handle up to finalization.

· Possess excellent all-rounder in business planning, organizing & problem solving skills.

· Basic knowledge of Hardware Maintenance
· Friendly, enthusiastic and committed team player.

· A Quick learner and can handle any type of Business, Accounting and Administration. 
· Effectively interfacing with people at all levels.



Work History: 

Accountant, Office Administration, 
Trading Est,(import and export garments co ) Dammam KSA( may 2004 to sep 2006)2 years

Sales & Purchase Manager

M/s Abdullah Al Haboob  Trading,(import and export garments co) Dammam KSA( sep 2006 to June 2010) 4 years

Accounts and Administration Manager M/s Abdullah Al Akimi Trading Est.Dammam (import and export garments co) Dammam KSA( July2010 to may 2013) 3 years


Academic History:

Bachelor of Commerce (B.Com.), Mangalore University, Karnataka, India
Other Qualification:

Diploma in Basic Computing & Designing, India (Computer fundamentals, MS word, ms excel, outlook; CorelDraw; Photoshop, Tally9 ERP & familiar with Internet Usage)
Job Profile: 

· General office duties and handling sales and purchase & other Administration works as required by the department
· All-rounder performance in Accounts, Sale, Purchase and Administration.

· Maintaining and handling and managing   all activities of the firm.
· Managing Accounts Receivable & Payable ledgers, suppliers.
· Maintain  Business Accounts and Administration  activities like all-rounder performance in the firm.

· Business, accounts handling & other Administration works as required by the department

· Generated and prepared general ledger, Trial balance. P & L , balance sheets, , handle up to finalization.
· Managing in the position as a all-rounder- carryout ,collaborate, supervise, develop, direct, facilitate, implement, introduce, motivate and present .
 

Personal Details: 
Date of Birth

: 14.07.1975
Marital Status

: Married
Nationality

: Indian
Visa status

: Visit Visa 
Driving licence
: Saudi Arabia
(Exp in UAE Driving as tourist)
Languages

: English, Arabic, Hindi, Urdu, Malayalam & Kannada
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