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OBJECTIVE


           Seeking a position in Accounts/ Finance/ Challenging assignment in a progressive and growth oriented company, which provides me an opportunity to update my skill and experience to the optimum and growth to the employer establishment.

PERSONAL PROFILE

· 4 Years experience in the field of Accounts in India and Abroad.

· Able to handle accounts and related books of accounts up to finalization.

· Hard working, self motivated and responsible with outgoing personality.

· Verbal and written communication skill.
· Good grasping power and quick leaner.
· Focused, patient and ready to face challenges.

PROFESSIONAL EXPERIENCE  
UAE
 SHARJAH
·      Company
          :    GROUP OF COMPANIES (A Leading Company in
Automobile Servicing, Trading of Automobile Genuine Parts &                     Refrigeration parts)


Period


:
(2008 May to 2011 April)

Designation        
:
 Accountant 
Job Description       

· Checking and verifying of all purchase bills and, ensuring that all the purchases are accounted for.
· Preparing daily job wise profitability Report
· Preparing monthly Sales and Comparison Report
· Preparing monthly Income & Expenditure Account
· Making payments to suppliers when it becomes due after adjusting prepayment and debit balances
· Follow up with Debtors on a continuous basis
· Preparation of Customer Ageing Report
· Supporting Service Department and checking day-to-day transactions of Service Department

· Preparing Bank Reconciliation Statement and Reconciliation of Inter Company accounts
· Handling petty cash, verification of petty cash bills and vouchers

· Preparing Employees Pay roll with supporting document 
· Verification of daily Overtime Sheet and Employees attendance

· Preparing Overtime statement and Incentive calculation
· Preparing Salary Statement

· Monitoring all Credit, Credit card and Cash invoices

INDIA 
·      Company                     :    MOYINKUTTY VAIDYAR SMARAKA AYURVEDIC 
RESEARCH CENTRE MALAPPURAM, KERALA, INDIA (Leading Company in Production & Distribution of Ayurvedic Medicine) 

Period
    

:
(2006 June to 2007 Nov)



Designation                 :
 Accountant
Job Description   
· Control over all Accounting  and Financial matters

· Handling and maintaining accounts up to finalization

· Reconciliation of Bank statement,Branches,Debtors,Creditors and stock
· Maintaining Purchase & Sales including stock register
· Handling and monitoring of petty cash and petty cash bills

· Preparing monthly Sales Report

· Preparing Customer Ageing Report

· Filling of Sales Tax Returns
· Preparing all accounts statements and making payment to Suppliers 
· Follow up with Trade Debtors

· Maintaining all Books of Accounts
EDUCATIONAL BACKGROUND

Bachelor of Commerce
:
Calicut University – Kerala – India 2003 – 2006








(With 64%)
Higher Secondary 

:
Kerala Government Educational Board 2001- 2003








(With 65.5%)
S S L C


:
Board of Public Examination - Kerala   2001








(With 58.66%)
ACCONTING & OTHER PACKAGES

Computerized Accounting
        :
     Tally 7.3 & Tally 9
Certificate Course in Accounting   :
     Institute of Professional Accounting (IPA)

COMPUTER KNOWLEDGE

MS Office, Internet & E mail

PERSONAL INFORMATION
Date of birth


:
20-05-1983
Gender



:
Male

Marital Status


:
Married
Nationality


:
India

Language known

:
English,Hindi,Arabic & Malayalam

PASSPORT DETAILS

Place of issue


:
Kozhikode

Date of issue


:
17-10-2005


Date of expiry


:
16-10-2015
Visa status


:
Visiting Visa, 
DECLARATION
I hereby declare that all the information furnished above is true and correct to the best of my knowledge and belief.
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