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PERSONAL INTERESTS
	
	A Professional Challenging Career, which will provide opportunity for continuous growth and learning with a dynamic organization which values individual contribution. To work with full dedication and gaining professional’s skills, competence and excellence this will develop my personality and enrich my experience.

M/s GIRIDHAR CONSTRUCTIONS

2nd  May 2013 To 31st Aug 2015
Accounts Assistant:
· Accountable for paying the suppliers and maintaining the accounts.

· Handling cash and bank.
· Dealing with customers

· Accountable for receiving the incoming material from suppliers and verifying as per the order.

· Responsible for keeping a track of the incoming material and used material.

· Responsible for placing orders according to the requirements and

Following up with the suppliers for timely delivery in required quantity.
THE ZURI WHITE SANDS RESORTS AND CASINO, GOA
1st July 2011 – 30th April 2013
Materials Assistant[ PURCHASE DPT.]:
· Managing overall store operations including entire material management.

· Preparing purchase orders and placing orders according to the requirements of the various departments and following up with the vendors for timely delivery.

· Accountable for receiving the incoming material from vendors/ suppliers and verifying that it is as per PO, making proper system entry and keeping track of the inventory.

· Responsible for forwarding the bills to the accounts department and keeping the records of the bills and tracking payment status. Maintaining records of accounts
· Purchase Order, Stock Transfer Order and Return Stock Transfer Order etc.

· Accountable for storing the material at proper place in different stores and issuing the material to the concerned departments as per the requests and as per the schedule.

· Responsible for maintaining food storage and ensuring that proper hygiene is maintained.

· Managing the operational activities of the store while acquiring & maintaining a proper quantity of raw material.

· Verifying physical stock regularly to control leakages and stacking the material to facilitate easy retrieval as per requirement while handle disposal of shelf life material after due date.

SUNAINA HOTELS
1st January 2011 – 30th June 2011
As industrial Trainee:
· Training in accounts and stores.

UNIVERSITY PROJECT
· Training at IL&FS STOCK BROKING FIRM  & Preparing an internship project of Stock Broking & mutual funds  

From 1st Oct  2009 – 31st January 2010.

· Training as an internal audititor at GANESH & GANESH CHATTERED ACCOUNTANT

From 1st March – 30th April 2007.

PASSPORT EXPIRY -     3/7/2022

DATE OF BIRTH  -         4TH APRIL 1990

NATIONALITY  -            INDIAN

MARITUAL STATUS  - SINGLE

GENDER  -                       MALE

LANGUAGE  -                     ENGLISH, HINDI,KONKANI

VISA STATUS  -              VISIT VISA
BACHELOR OF FINANCIAL SERVICES (BFS)

Goa University, India       April 2010
HIGHER SECONDARY SCHOOL EDUCATION (HSSC)
(AUDITING &ACCOUTANCY)
Goa University, India        March 2007
HIGH SCHOOL EDUCATION (SSC)
Goa Board, India        March 2005

     Quick learner, adapt well to change, Highly motivated and organized.
Willingness to learn and Attention to detail.
Problem Solving and Administration.
Good communication skills.

MANIPAL INSTITUTE OF COMPUTER EDUCATION (MICE)

Tally 9 Accounting Package.
MS Office [word, excel, powerpoint, outlook]

Playing football &  listening to music


