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To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
PERSONAL DATA

· VISA DETAILS
: Husband’s Sponsorship

· DATE OF BIRTH
: 3rd Sept, 1972
· QUALIFICATION

: Bachelor in Commerce
· DRIVING LICENSE

: Valid 
· COMPUTERu
KNOWLEDGE
: Microsoft Applications,

  Financial Accounting.


ACE, NEWFACT, Tally ERP,Custom made packages. 
· LANGUAGES KNOWN
: English, Hindi, Kannada &



Telugu.

WORKING EXPERIENCE:

1. May 2005 – Jan 2015 

assistant to the partner
Job Functions:
· Dealer for ACME brand(European Brand) of accessories. Analyzed the market & competitors pricing, study & compare the specifications of a particular product & train the sales team in marketing the brand, along with tailor made payment terms to a specific market. Analysed the sales team reports & discuss with the distributer for the necessary requirements like marketing material, maintaince of stock for a particular product, etc.
· Handled telephones, getting the availability & price for corporate enquires, preparing quotations to the corporate customers, processing LPOs, maintenance of ledgers, follow up of collections & preparation of payments to the supplier. 
· Follow up of the daily IT repair jobs with the IT technical team & arranging their requirements & customer’s approval.
· Arranging to the Showroom Sales team requirements & monitoring their sales.
· Outdoor jobs including bank jobs, processing of employees’ visas including stamping till preparation of emirates ID & preparation of salaries through the WPS.
· Training the new staff with data entry & preparation of reports to the management.
2. 2004 – May 2005
Accounts Assistant
Job Functions

Handling telephones, updating shipments, ledger maintenance, follow up of collections & assisting the Accountant with accounts, preparations of payments, timely report to the management.
3. 2001 -2003
Accounts Assistant
Job Functions
Handling of telephone, booking customers’ requirements, updating vehicle availability, follow up of payment collection, preparation of payments, preparation of vehicle service records, timely report to the management & assisting the Accountant with accounts.
4. May, 1997 – 2001 Worked for as Accountant since April, 1997.

M/s. Murad Enterprises LLC – is a trading company dealing in import & export of Jewellery, Textile, Garments, Footwear, Gift & Novelties with wholesale & retail outlets in Dubai, Sharjah & Sultanate of Oman.

I’ was positioned in the head office which is the Control Center of all Purchases, Finance & Accounts. This office uses windows based financial accounting package – Newfact. Simultaneously manual accounting is used for jewellery, textile & garment divisions.

My job functions in brief were:
· Preparation of sales reports for 3 showrooms & wholesale on daily basis.

· Stock updation at 4 locations.

· Generating wholesale invoices & organizing deliveries to customers.

· Maintenance of Petty cash.

· Maintenance of Bank Ledger & reconciliation.

· Updating Suppliers’ & Customers’ ledger.

· Monthly reports on showroom sales, wholesale, customer wise & product wise.

· Booking orders & follow up with suppliers

· Maintenance of purchase register.

· Generation of computerized codes.

5. Oct 1996 – April 1997.




As Accountant



(Wholesale Distributor of 







Toys & Gift Items.)


Job Functions



Price enquiry and booking








of new product from








Suppliers, Daily Accounts 






of 5 Outlets & Petty Cash.

6. 1995 – 1996.





As Accounts Assistant





Job Functions



Invoicing, Daily Accounts







Preparation of receivables.

7. 1994 – 4 months as Accounts Assistant (Leave Vacancy)

My duties were to handle telephone calls, keep a record of daily sales & stock updating.

8. 1994 – 8 months as Marketing & Accounts Executive in Securities Trading
My responsibility was to market for potential customers to invest a minimum of USD. 10,000.00 to Trade in money market & on behalf of customers I buy & sell in the money market.
