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Career Objective
To contribute towards the growth and development of a dynamic organization where there are ample opportunities to grow both professionally and personally and where I can utilize my skills and experience efficiently and effectively. 
Experience Profile 

General Accountant (March 2013) 
working as accountant from 19thMarch 2013 
Prime Responsibility as an accountant handling below:

· Creating the Daily Cash inflow & outflow (Receivable & Payments) statement which benefits the superior for Cash Flow planning.
· Verifying  the Credit  Invoices forwarded by Purchase Department for the Payment 
· Maintaining accurate supporting document for Invoices to get approved by Director for the payment.

· Coordinating with the Supplier for special Discounts on the material purchase, personally meet for the disputed invoices settlement, if required.
· Making Cheques, Cash Payment to the supplier & petty cash payment for day to day expenses of the company concern.

· Creating salary, Leave Salary & Full & Final Settlement of the Employees.

· Making Fund transfer, Letter of Credit, bill of exchange & other Bank related Document on necessity required.

· Bank reconciliation statement by online bank statement (day to day coordinating with bank for the necessary entry for Interest, Bank Charges, Cheque Cleared & Cheque dishonored Etc).  

· Making Purchase, Payment, Journal, Petty cash & Employee cash payment Vouchers in Tally   ERP 9.

· Maintaining suppurate records in Excl for Diesel, Gases & other Consumable items which help in costing of the particular job.

· Costing of particular jobs & Presentation to the Client for settlement of the Invoices.

·  Assisting the Finance manager for planning related to the upcoming major payment & budgeting.

· Paying regular monthly Utility bill before due dates by online gathering the bills (Dewa, Fewa, Etisalat & Emarat etc)

·  Presenting Monthly Income & Expenses Statement (MIS) to Directors, Finance Manager & superior which determines clear picture of financial position.

· Assisting Finance manager & Auditor for financial year closing 

· Documentation and record-keeping;

· Any other tasks as assigned from time to time by Finance manager.

2) Worked as a “ACCOUNTANT” in GLOBE GLASS CONTAINERS PVT LTD “manufacturing company” INDIA for Two Years. 

       As an Accountant, I was responsible for below:

· Receipts & checking bills(purchase & sales);
· keeping record of day to day transactions in Advance excel sheet;
· Documentation and record-keeping;
· Handling books of accounts;

· Maintaining bank reconciliation statement;

· Creating income & expenses, cash, petty cash book in EXCEL sheets;
· Maintaining final accounts in Tally 9;  

Professional Qualifications
	
	MBA 
* affiliate
	“osmania university – India”

	
	B.COM (Computers)
	“osmania university – India”

	
	MCITP
	“Zoom technology    – India”



Academic Qualifications
Intermediate     (Equivalent to A Levels) - (Year: 2006-2007)

         
Matriculation (Equivalent to O Levels)                                                               
Computer Proficiency 
Well versed with the latest versions of the following:

	· Microsoft Office (Excel, Word)
	ORACLE 
TALLY


Interpersonal Skills 
· Positive team player, Versatile, quick learner and hard worker.
· Be capable of making tough decisions and tough recommendations to the manager that resolve problems or improve operations.

· Dependable and reliable in supporting and enabling team efforts to produce sustainable results. 

· Responsible, adaptable and capable of working under pressure.

· High personal integrity, and able to relate to and create trust in all.
languages

Fluent in the following languages (both written and spoken):

· English
· Hindi (Native Language)
· Urdu                                




Personal detail
Date of Birth:



              December 13, 1988
Availability:                                                            Immediately
 VISA Status:                                                          Employment visa[image: image2.png]
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