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Career Objective:

To Take Up With A Challenging Job By Associating Myself With The Organization, Where I Can Put My Skills And Knowledge And Enhance My Skills By Learning And Equipping Myself.
Location preference: Baby Shop 1602,Abu Dhabi,UAE
PROFESSIONAL PROFILE

· Over Six years Experience in areas of Accounts, Admin & Purchase Department.

· An experienced professional with an ability to handle multiple functions and activities in high pressure environment with tight deadlines
· Effective interpersonal, communication skills with demonstrated abilities in customer relationship management with the ability to work in multi cultural environment.

	Areas of Expertise

	· Accounts, Sales Tax & Income Tax.

· Handling Cash Book & Ledger Book Manually / computerized. 

· Core area of operation ADMIN Dept.  

· Purchase and good negotiating skill.

· Individual owner of making Local Purchase Order & Checking the price in the market.


CAREER HIGHLIGHTS
2010-till date:-BIMS  (Belgaum Institute of Medical Sciences) Belgaum
Personel Clerk in Administrative Department (Main Office)

· Individual owner maintaining admissions of MBBS Course.
· Verifying the Original Documents to give the approvals for Admission.
· Responsible for Identifying the Original Billing (College Fees).

· Maintaining final billing of individual student they have credited to our account.
2006-2010:- DAMAC (Draieh General Trading Co. W.L.L.) Kuwait
· Individual Owner of making Local Purchase Order.

· Checking Quality, on time Delivery & handling credit details.
· During purchase order checking stock in warehouse (Store).

· Maintaining all stock details in MS EXCEL and MS WORD with Various formats.
· Most delicate area of operation in Purchase – checking Mfrs and Expiry date of all materials and maintaining reports in MS EXCEL and MS WORD.

· While preparing purchase order checking exact pricing on software FoxPro to give approvals for Invoicing.
· Generating goods weekly & monthly reports also Custom report without error.
2003-2004: Anand G. Belagali Sales Tax & Income Tax Consultant
· Manually work done in Cash Book & Ledger Book.
· Entering sales Invoices given order by the Clients.

· Responsible for Identifying the Invoices Checking Order given by clients.
· Visiting clients place to interact for sales tax and income tax details.

· Simplify all the month Invoices & time taken to complete the reports,
SCHOLASTIC CREDENTIALS
2003
Bachelor of Commerce (B.Com) From Karnataka University Dharwad.
2000/2001Passed Typewriting Junior & Senior in English from Government of Karnataka.
Computer Skill:

Passed Diploma in Computer Application. Well versed in Window Operating system,

(Excel/Access/Word/PowerPoint & Internet tools.)

PERSONAL INFORMATION
	Date of Birth                : 30 June,1980
	

	Place of Birth               : Belgaum
	

	Gender                         : Male
	

	Marital Status              : Married
	

	Nationality                   : Indian
	

	Language                      : English, Hindi, Kannada& Arabic                 
	


