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CAREER OBJECTIVE
[image: image3.jpg]


[image: image4.jpg]



To pursue a challenging and professionally satisfying career and seeking a quality environment where my knowledge can be shared and enriched. I believe in interest and an effort of involvement in the work I do, where I can use my skill and potential fully in international level, with adequate opportunities to use my experience and knowledge and to cope up with the emerging as well as the latest market trends for widening the spectrum of my knowledge and achieve growth and goodwill for the organization.
PROFESSIONAL SUMMARY
Resourceful and accomplished individual with 5 years comprehensive experience in fast-paced environments with Customer care skills & Documentation as well as very effective in providing Administrative Support activities to department’s mission and procedures currently looking for a suitable position.
	EXPERIENCE
	

	1. Shuaiba Industrial Company. (Kuwait)
	Period: May 2014 to Present

	Role:  “Logistic - Incharge.”
	


Shuaiba Industrial Company (SIC) is a leading paper packaging manufacturer in the Middle East and MENA region. With a base in Kuwait, SIC operates its paper sack plant in JAFZA, Dubai UAE and through a Joint Venture with a cement company in GCC.
 Job Responsibilities
· Arranging Documents legalization from the consulates in Kuwait. 
· Booking containers from Kuwait Port to customer’s destination port. 
· Arranging Certificate of Origin from Chamber of Commerce. 
· Forwarding of Export, Cargo by Sea & Air. 
· Responsible for determining load size, routing and picking sequence to ensure timely delivery. 
· Knowledge of standard management methods, policies and logistic readiness 
· Arranging Insurance of goods and handling insurance claims. 
· Familiar with basic operating systems like Microsoft Word, Excel, Access, Outlook and the internet. 
· Responsibility for allocation/transfer of stocks, conducting routine inspection to insure reconciliation of physical stock at the warehouse. 
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· Effectively managing vehicle and good resources to insure deliveries reach customer on time. 
· Ensuring that all appropriate documentation kept on file and available on inspection at all times. 
2. Resource Square Solution.
Period: March 2010 to Feb 2014
Role:  “Accountant - Asst.” (Hyderabad, Telangana - India)

Resource Square Solutions is one of the leading players in HR / IT / Finance / Payroll Outsourcing. Having started in 2008, and are taking giant strides in our fields of expertise in the rapidly changing global scenario. Create solutions that result in sustainable financial impact by optimizing the usage of resources and minimizing the costs of ownership. Cater to a broad spectrum of client requirements spanning a wide range of industries: IT & ITES, Telecom, FMCG, Food & Beverages and Manufacturing.

 Job Responsibilities
· Book keeping and Maintenance of Daily report & Monthly report. 
· Maintaining petty cash and Submission of Petty cash Reports on a regular Basic. 
· Prepare monthly (payroll) salary details of employees and maintain their respective salary details. 
· Preparing party payment. 
· Maintain financial data in excel. 
· Monitoring cash to avoid unnecessary expenses. 
· Preparing Bank Reconciliation Statements and monthly MIS reports. 
· Managed vendor accounts, generating weekly on demand cheques. 
· Scheduled client appointments and maintained up-to-date confidential client files. 
EDUCATIONAL QUALIFICATIONS
Academic Details.
· Post Graduation in the field of M.B.A through Mahatma Gandhi Vidhayala University from Allahabad University. 
· Graduation in the field of B.COM (Computer) through Osmania University from Mumtaz Degree College, Malakpet, Hyderabad, 
· Intermediate with C.E.C., Group through Board of Intermediate Education from Sidhartha Jr College, Dilsuknagar, Hyderabad, 
· Matriculation with S.S.C through Board of Secondary Education from Dawn High School, Malakpet, Hyderabad. 



TECHNICAL SKILLS

· TALLY 7.2 
· D.C.A (Diploma in Computer Application) 
· D.C.H (Diploma in Computer Hardware) 
· M.S Office 
· All Operating System 
· Basic knowledge in SAP (FI/CO) finance and control 
· Familiar with basic operating system like Microsoft Word, Excel, Access, Outlook and the internet. 

STRENGTH
· Self started with the ability to develop and established an efficient highly productive work force. 
· Being ready to accept failure without giving up my self confidence. 
· Team Work Skills, Honesty and Integrity. 
· Positive Attitude: Creating a positive work environment. 
· Good interpersonal skills are essential for effective negotiations, both in formal situations and in less formal or one-to-one negotiations. 
· Possess good leadership and management skills. 
· Ability to handle multiple tasks 
HOBBIES
· Playing Cricket 
· Listening to Music 
· Swimming 
· Browsing Internet 
	
	
	PERSONAL PROFILE

	D.O.B
	:
	27-09-1986

	Sex
	:
	Male

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Religion
	:
	Islam

	Visa Status
	:
	Visit Visa- expiring on 2nd January 2016

	Language Known
	:
	English, Hindi & Urdu

	Reference
	:
	Will furnish promptly upon request

	Place:
	
	

	Date:
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