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Career Objective:

Seeking a position as Assistant Accountant to be associated with a progressive & growth oriented organization, where I can utilize my qualifications and experience in the field of accounts and operations within the finance department. Hoping to share work with others and widen my scope of experience. 
Profile in Brief:

· More than 2 years of experience as accounts/Admin. Assistant in Dubai.

· Have a Bachelors Degree in Commerce (B.Com)

· Proficient in MS Office Applications & Tally 
· Can efficiently work in computerized accounting environment
· Young, energetic, Enthusiastic & self-motivated.

· A quick learner & a team player.

ACADEMIC QUALIFICATIONS:
1999-2001 
Bachelor of Commerce (B Com)
M.G. University, Kerala, India
OTHER QUALIFICATION:


Diploma in Office Management

WORKING EXPERIENCE:
June 2012 to July 2014:
M/s Electrical Junction Equipment Trading LLC 

Dubai, U.A.E.

Position held: Assistant Accountant 

Duties include:
· Preparation of day to day bank & cash transactions reports.

· Manage the invoice Generation and purchase orders.

· Preparing cheques & vouchers for payments and receipts.
· Manage the day to day financial transactions of the company
· Preparation of daily sales summary report

· All office documents controlling with follow up.
· Management of petty cash which includes preparing petty cash log, collecting and recording bills.
Sept 2010 to Feb 2011:
M/s Shama Food Industries 

Dubai, U.A.E.

Position held: Accounts Assistant 

Duties include:

· Monitoring of staff attendance and cash declaration
· Purchase bill accounting on daily basis 

· Preparation of salary file based on staff’s time card 

· Record sales transaction in the system on a daily basis
· Documentation. 

· Entry of all cash transactions including staffs petty cash.

May 2006 to Nov 2008: 
M/s DC Books

Kottayam, Kerala, India

Position held: Assistant Grade II (Accounts)
Duties include:
· Assisting working up to finalization of accounts
· Preparation of financial reports periodically & analysis of reports.
· Handling of receivables & payables
· Maintaining parties’ statement of account & reconciliation
· Making bank reconciliation monthly and quarterly
· Accounting purchase bills & handling payments 
· Preparation of stock statement and verification
Sept 2001 to Sept 2004:

M/s Xaviour & Associates






Chartered Accountants






Kerala, India

Position held: Articled Clerk

Duties Include:

Audit the client’s books of accounts and making the financial statements ie 
Trial Balance, 
Profit & Loss A/c, Balance sheet and all schedules. 
COMPUTER SKILLS:
Working knowledge of:
· Microsoft Excel
· Microsoft Word
· Power Point
· Windows based applications
· Tally- Accounting Software
LANGUAGES PROFICIENCY:
· English
· Hindi
· Malayalam
PERSONAL PROFILE:
· Nationality

:
Indian
· Date of Birth
:
11/03/1981
· Marital Status
:
Married
· Visa status
:
Husband’s sponsorship
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