
· Gulfjobseeker CV No: 1352460
To interview this candidate call 971505905010

Or email us back filled up Vacancy Form

         http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
	 CAREER OBJECTIVES


To achieve a challenging position in the field of Accounts & Administration. I aim to utilize every opportunity to increase the breadth & depth of my knowledge and work towards achieving personnel and professional success and satisfaction, I envisage myself working in a healthy work environment, offering challenges, conductive to learning & implementation.

	WORK EXPERIENCE IN DUBAI 

	“Assistant Accountant” for Orient Technology LLC (Lucent Time General Trading LLC)
	Dubai –UAE

2 Years till date 


Accounts Cum Admin
· Prepare and process monthly Payroll and employees benefits.
· Handling day to day bank transactions.
· Debtor’s payment collection.
· Practical Knowledge in MS office.
· Daily updating and posting of PI's, SI's and bank statements etc.
· Reconciliation of bank statements.
· Stock reports.
· Receivable and Payables.
· Audit at the year end with the Auditor.
· Co-ordinating with banks for facilities.
· Comparison reports monthly.
	WORK EXPERIENCE IN INDIA

	“Property Advisor” for Palacio Group Goa (Real Estate)
	GOA –INDIA

1 Year 


Property Advisor cum Admin

· Making calls to customers and passing related all information.
· Responsible for handling incoming calls of clients through newspaper advertisement and giving them more information about properties.
· Responsible for showing properties at different locations.
· Responsible for selling office properties as well.
· Achieving my monthly targets.
	“Sales Executive” for Volkswagen
	GOA –INDIA

1 Year 6 Months  


Sales Executive cum Admin

· Responsible for making calls to customers and passing information about cars.
· Preparing quotation for customers based on the model of the car.
· Meeting customers and presenting company profile with all the advantages and benefits.
· Arranging loan from banks with required documents.
· Making all the arrangement once customer approves quote for buying car such as test drive, documents, and bank loan.
	Kakode Industrial
	GOA –INDIA

More than 3 months   


Administration 

· Researching on all the departments such as Sales, HR, Marketing, and Administration.
· Reporting HR Department about the issues of clients and customers to resolve it.
	Nissan Automobiles 
	GOA –INDIA

More than 3 months   


Administration cum marketing reserach
· Responsible for preparing marketing strategy for Nissan Micro by conducting surveys to see the market for Nissan Micra.
	Odyssey Event 
	GOA –INDIA

More than 3 months   


Operation
· Responsible for getting sponsorship from different companies for charity events.
· Handling all the operation work during the event.
· Managing all the incoming goods for the event. 
	EDUCATIONAL QUALIFICATION

	Bachelor’s in Business Administration (BBA)
	Goa University, India -Year 2012

	HSSC from DyanprassarakMandals
	Goa University, India- Year 2009

	SSC from St. Britto's high school
	Goa University, India -Year 2007


	COMPUTER KNOWLEDGE


· MS Office, Power Point, Excel, Word.
· Good knowledge of working on company systems and Excel.
· Sage Accounting.
	STRENGTH 


· Effective in team work.
· High level of commitment to work and meet deadlines.
· Effective in marketing skills operation skills.
· Determined in planning and organizing.
· Easily adaptable to work environment
· Excellent communication skills
· Capable to analyze, evaluate and take appropriate beneficial decisions.
	ACHIEVMENTS 


· Have UAE driving license.
· N.C.C (National Cadet Corps)  best cadet of the year 2005-2006 
	PERSONAL DETAILS

	NATIONALITY:
	Indian

	MARITAL STATUS:
RELIGION:
	Single
Islam

	DOB:
LANGUAGE:
	01STDec 1990
English, Hindi, Konkani, Urdu.

	VISA STATUS:
	Employment 


	DECLARATION


I hereby declare that the information furnished above is true to the best of my knowledge.

