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Accountant, Dubai, U.A.E

PERSONAL DETAIL

Nationality
: 
Indian 

Date of Birth
: 
21/04/1986

Visa 

:
Currently on Visit (If required so transfer to Husband Visa)
EDUCATION AND QUALIFICATION 
Date: 
(April-2001) Higher Secondary Education 
SSC (Equivalent to A Levels)

Date: 
(April-2003) Higher Secondary Education 
HSC (Equivalent to A Levels)
Date:   Tally Course Gujarat, India 


Financial Accounting (FAS-Tally)








MS Word, Excel                 
Date: 
(April-2006) Bachelor of Commerce 

B.Com

Date:
(April-2008) Master of Commerce


M.Com
WORKING EXPERIENCE
July-2008 to Till Date (More than 7 years of experience)
Kumar Products, Vatva, Ahmedabad, Gujarat, India.

ACCOUNT CUM EXCISE ASSISTANT
· Keeping Sales, Purchase, Billing and Communicate with the party for any query and solve the issue.

· Allocated necessary space for stock rotation;

· Keep track of stock using computer systems;

· Overseeing stock control and processing orders;

· Producing regular report and statistics on a daily, weekly and monthly basis;

· Fulfilling objective and directions from the operation’s headquarters;
· Have a flexible attitude to undertaking other duties as require within the company;

· Bank and Cash reconciliation daily, weekly and monthly basis;
· Keep maintain E.R.-1, PLA, Daily Stock Account, G.A.R-7 as per excise rules.
RELATED WORK EXPERIENCE:
· Regular interacting with clients, with effective communication skill –

· Developing coaching skills by working closely with junior members of staff;

· Experience in execution of both sales and purchase side transactions with client across range of sectored.

OTHER WORK EXPERIENCE

· Delivering excellent customer service, and maintaining exceptional levels of hospitality;

· Actively contributed ideas to improving customer service;

· Worked for range of client, swiftly adapting to different working cultures;

· Responsible for the entry, organization and analysis of data, mainly using Access and Excel, allowing me to utilize and extend my skills;

· Developed communication and sales skills and improved organizational skills;

· Approached other department for work to take full advantage of my placement, showing initiative; 

Declaration:

I hereby declare that the information furnished above is true as per my knowledge.

