CV No: 1290744

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
 

Career Objective:
Seeking a position as Accountant with a reputed organization where my education & experience will have valuable application.

 
Profile Summary:

· Over all 7 years of experience in the field of Accounts & Finance in UAE & India.
· Professionally Qualified with a Bachelor of Arts (B.A)
· Proficient in computerized accounting and MS Office applications.

· Proficient in using Internet & Microsoft applications

· Have the ability to quickly identify problems as well as provide appropriate solutions.

· Efficient, reliable and hardworking.

· Adherence to deadlines without sacrificing quality of output.

· Good Communication skills in English & Hindi.

Work Experience:
 
Company 


:
TRADING CO. LLC., Dubai, United Arab Emirates
                                                     (Deals with House hold items, Sundries, Cosmetics)
Period



:
From January 2010 to till date.
Position


:
Accounts Assistant 
Company 


:
CRAFT ENGINEERING SERVICES PVT.LTD. , Construction Co. 





Gujarat, India (Sub contract of Reliance Refinery project, Jamnagar)
Period



:
From May 2006 to November 2009
Position


:
Accounts Assistant 

Company


:     
KADANTHOTTU FINANCE PVT.LTD, Private Bank, Kerala, India

Period



:
From May 2003 to March 2006
Position 


:
Accounting Clerk
Company


:
AKSHAYA BANKERS, Private Bank, Kerala, India
Period



:
From January 2000 to March 2003 
Position


:
Accounting Clerk
Accounts Assistant (Navshanti Trading Co. L.L.C  – UAE)

Duties and Responsibilities:
· Monitor & review of accounting entries with systems related reports for accuracy & completeness.

· Reconciliation of debtors & creditors ledger with high level of accuracy.

· Preparation of monthly Bank Reconciliation Statements of all bank accounts maintained.
· Manage the Invoice generation Operation & Credit Control.

· Handling and overseeing the whole range of Accounts Payables & Receivables

· Liaisons with bank for various transactions and documentation. 

· Preparation of quotations and purchase orders.

· Monitor Payroll and Management Reporting Activity.

· Client follow-up, collection and allocation of payments.

· Preparation of monthly sales report into excel spread sheet for various analysis.

· Checking of Sales invoices, Purchase Invoices, Banking transactions & Cash transactions. 

· Physical stock with tally stock reconciliation.

· Cash verification and certification for the same.
· Posting of day to day bank & cash transaction related entries.

· Maintaining a proper file management system.
Academic Achievements
 
BACHELOR OF ARTS


:
M.G University 1996 - 1999
Computer Skills
 
· Tally ERP 9

· Operating Systems: Windows 95, 2000, Windows Xp  & Vista 
· Applications: Microsoft Word & Excel
Details of Passport:

Place of Issue
:

Cochin

Personal Information:

Date of Birth


:
15-05-1978
Nationality


:
Indian

Martial Status


:
Married
Sex



:
Male
Languages Known 

:
English, Hindi, & Malayalam

Visa Status


:
Employment Visa Transferable[image: image1.png]
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