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CV No: 1204110
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

Curriculum Vitae


Career Focus

To seek a challenging job in the areas relating to financial management and be a part of an organization with high caliber team of professionals that constantly throws out fresh and utilizes my knowledge, skills and experience gained.
Areas of Proficiency & interest - Accounts
General Accounting




Accounting in Tally (ERP)environment
Payable /Receivable Accounting 


Reporting / Documentation

Bank Reconciliation




Fixed Asset
       Inventory Control




Payroll processing
Areas of Proficiency & interest–Administration
Interact with customers




File correspondence and other records

Maintaining cordial relationship with Customer  
Organizing complete office activities
Summary of Qualification
Graduate in Administration and having 5 years of experience in Accounting and Administration
· Managing and supervising skills

Planning, organizing and co-ordination competence
· Good Business acumen
· Ability to work on own initiative
· Striving for excellence and target achieving
· Flexible approach to working
· Data analysis and preparation of reports based on data
Being sincere and hardworking, I dedicate to prove the best of me to commit thoroughly to the objectives and concerns of the organization.
Experience
· Accounts Assistant - From August 2013 to  April 2014 - Group (DubaiI-UAE)
· Administration cum Accounts Assistant-From April 2010 to July 2013-AlHabbarAluminium& Glass (Abudhabi-UAE)
· Assistant Accountant -From November 2008 to March 2010-IffcoTokio General Insurance Company(Pondichery-India)
· Supervisor Cum Accountant -From March 2006 to August 2008 -HasinahSdnBhd(Brunei Darussalam)
· Assistant Accountant -From April 2002 to December 2004-K.N.R Associates(Pondichery-India)
Accounting functions (Currently worked in Tally ERP)
· Preparing all Purchase orders and Invoice
· Verify Day End Report with that of vouchers
· Assist in preparing regular reports and summaries of accounting activities
· Preparation of Monthly Sales Report, Purchase Report & Other Necessary

· Report Required by the Management
· Petty cash handling
· Assist in preparing periodic trial balance
· Calculate and distribute wages and salaries 
· Preparing regular reports and summaries of accounting activities
· Reconciliation of Supplier Accounts & GL Control Accounts
· Maintained Daybook, Stock Registers; posted ledgers
· Handle & maintain accounts up to finalization
· Handle all kinds of bank transactions
Office Administration  
· Provide administrative support to the office & other Administration works as required

· File correspondence and other records
· Supply correct information to customers
· Interact with customers / clients to provide information in response to inquiries about the services

· Maintain cordial relationship with existing customers via meetings, telephone calls & e-mails
· Responsible in ensuring company’s customer / clients receive an adequate level of service 

· Processed back office operations using MS Office
· Prepare reports of business transactions & keep the account information updated
· Organizing complete office activities including petty cash and payments
· Coordinate in purchasing office supplies
· Vacation Settlement / Benefit Encashment Arrangements
· Keeping all the records for all projects
· Preparing Vacation Schedule
Education
· BACHELOR OF BUSINESS ADMINISTRATION(B.B.A,) inBharathithasnUniversity, Tamil Nadu, India.
Computer skills
· Tally Accounting package
· Proficiency in Microsoft Excel, Power Point, Word
Personal Profile
Sex



:
Male

Date of Birth


:
10-01-1981
Marital Status


:
Married
Nationality


:
Indian

Religion


:
Muslim

Language Known

:
English, Hindi&Arabic,Tamil, and Malayalam
Visa Status


:
Visit Visa
Iam hereby declare that the above said information are true and correct to 
the best of my knowledge and belief.
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