[image: image1.jpg]


CARRICULAM VITAE
                 
Altamash 
Altamash.219641@2freemail.com  
Career objective:
To pursue growth oriented career in the field of accounts/administration in a well established organization.
Key skills:
· Total 4 years experience in the field of accounts Department.
· Initiative to achieve personal and corporate goals.
· Capable to quickly learn technology and adapt to a new environment.
· Able to work hard under pressure.
· Self motivated.                                  
Employment particulars:
1. Tenure (from July 2010 to Nov 2012)
Name of company          :          REPUTED FIRM

Designation                      :          Accountant 
Software used                 :          Tally Erp 9, Ms Word & Excel.
Company Profile                    :           Tiles & Sanitary 

Company Address                 :           Bhatkal (Karnataka) India.

2. Tenure (From Jan 2013*)

        Name of Company : REPUTED FIRM
       Designation             : Accountant Assistants

      Software Used        : Tally ERP 9.0, Excellence, Ms-Word, Excel

Company Profile                    :           Hardware & Building Material Company    

Company Address                 :           UAE (DUBAI) An leading imports of Hardware, Building material, Electrical, and personal safety   Items trading Company, with most Experience professional management team under the guidance of managing director having more than 20 years of experience catering most of the contractors, Govt. Departments, semi government departments, oil & gas companies, MEP contractors in UAE and middle east.

Duties &Responsibilities :
· Preparation of Receivables & Payables Report on Monthly Basis.
· Preparation of sales Invoice, Purchase Invoice and cheques.
· Collection reports on daily basis like cash, cheques 
· Co-ordinate with Suppliers and Customer’s.
· Planning and forecasting cash flow and position of banks on daily basis. 
· Reconciliation of more than 3 banks and Credit card’s statement.
· Preparation of cheques to supplier’s 
· Payments of credit cards and monthly bills of DEWA and Telephone.
· Maintenance of sales Register, Delivery Order Register Day book and Ledgers.
· Dealing with Bank’s and flow of Funds Transfer.
· Handling of Bank Facilities like Trust Receipts and Local Bills Discounting.
· Preparation of Payroll Reports.
Educational Qualification :
B.Com (Bachelor of Commerce from Karnataka University Dharwad).(First Class with Distinction) 71.50%
· P.U.C (Pre University Course)

Technical Qualification:
· Tally 9.0. (Excellent work experience)
· Word & Excel
· Excellence

· P.G.D.I.T (Post Graduation Diploma in Information Technology).
· Internet knowledge , Oracle , Visual Basic  etc.

Language Know:
· Fluent in English, Hindi, Urdu, Kannada& Indian Local languages.
Personal Information:
Sex                           :                            Male
Marital status        :                            single
Date of Birth          :                           24/01/1988
Religion                   :                            Islam
Reference               :                           Available on Request
I AM LOOKING FOR ANY SUITABLE POSITION RELATED TO MY PROFILE

