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Career Profile:
Seeking a challenging position as Administration  & Accounts, to ensure smooth function of daily activities and related services in a renowned organization. 

Professional strengths: 

· Highly skilled Accounts Work

· Highly skilled in handling office all general work
· Highly skilled for Immigration Work and Labour Work
· Ability to work Vehicle Registration to RTA
· Knowledge of SAP,Tally,Microsoft Office Product 

Educational Summary and Certifications: 

· B.Com, Bachelor of Commerce 

Professional Experience: 7 Year in UAE
 Company Name:  AL FAIZ GENERAL LAND TRANSPORT LLC -DUBAI
2010 to 2014
ADMIN & Accounts :
· Handled Accounts Work

· Highly skilled Administration office All General Work 

· Knowledge of  Sales and Marketing
· Responsible for office general purchase

· In charge of Debt collection  uae clients and GCC clients

· Responsible for Immigration Work and Labour Work

· Managing Driver's Duties and  Ensure  Records

· Operating to Transport coordinate 

· Responsible for Vehicle Registration to RTA work

Company Name:  EMIRATES TRADING AGENCY-DUBAI
2006 TO 2010
Accountant & Commercial Assistance
· Managing the credits of more than 200 customers in Dubai and other Emirates with proper track records.

· Functionally reporting to the Financial controller of the company

· Reconciliation of receivables account.

· In charge of banking operations in Dubai

· Co-Ordinations with all the departments for mutual sharing of information.

· Conducts stock audits.

· Booking of operational expenses at the branch level and acts as the petty cashier.

· Accounting for rental and display agreement for major buyers.

· Preparation of bank reconciliation statement.

Company Name:  UC MAS Multinational Abacus Company - INDIA 

2003 TO 2006

 Accountant with Cashier

· Maintaining Accounts in TALLY accounting software.

· All over India Franchisee Maintaining, more than 1000
· Preparation of monthly Debtors/ Creditors statements and follow up on the payment.

· Preparation and data entry of credit notes, once appropriate level of authorization has been received. Prepare monthly analysis of Debit and Credit notes.
· Receiving, moving, checking and storing incoming and outgoing  goods.

· Maintaining Loading and unloading goods  at the warehouse.
· Making sure that all inventory are completed on the same day.

· Preparing delivery notes.

· Supervising the work of junior staff.

Technical Skills: Manual Arabic & English Typewriting High Speed, 
 PC Skills               : SAP R3, TALLY, MS XP

Language             : English, Hindi, Arabic, Tamil  
Personal Details: Indian National              Born 30th Aug 1981                Married        Male
Driving License:  UAE DRIVING LICENSE     
