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Career Objective:

         “To build a rewarding career in a renowned organization and contribute my best to   
           the Organization I work for”.

Work Experience:     7 Years       

· Presently Working at Skylog International Communication Network LLC- Dubai (Channel Partner with Etisalat ) as Accounts & Admin Executive (from May, 2014 to till Date) with Following Responsibilities :
Key Responsibilities:

· Preparing Account Statement & Profit & Loss A/c of the Company

· Preparing MIS Report related to Project  & Presenting in front of Top Management

· Expenses Vouchers Entry in Tally & Maintaining Petty cash
· Suppliers & Subcontractors Invoice & Payments Management
· Monitoring Vehicles Fleet  Management (106 Vehicles)- Petrol Expenses , Vehicle Maintenance & Contract Management
· Monitoring & Leading the Monthly Stock Taking Process (Company & Etisalat Materials)

· Documentation: - All petty cash payments like vouchers and bills are documented on Daily basis .
· HR Operations: - Staff Visa Process, medical, Health Insurance, Processing Employees Annual leave plans & leave settlements.
· Contracts Management: - Civil defence, leased vehicles, staff Accommodation, office, Trade license renewal.
· Working as a Project coordinator for Etisalat project – Preparation of Timesheets & Invoicing. Handling HR & Admin related issues of our staffs (200 staffs)
Prakash Retail Co.Pvt.ltd 

· Worked at Prakash Retail Co.Pvt.Ltd (HARSHA Retail Store) for 5 Years as Assistant Manager –Accounts with following Responsibilities (from September 2009 to April 2014):

   Key Responsibility:
· Worked at Prakash Retail (HARSHA) Store as Branch in charge and handling Accounts,    Administration, Operations, Materials & Service department of the Store.

   Responsibilities:

· As a commercial Head of the Branch I maintain all the accounts of branch, prepare A/c statement & profit & loss account of the branch.
· Managing cash sources (Sales related Cash, Cheque, Draft,  Card transactions,  

                        Gift Voucher, Finance Bills and variable incomes) of the store,
· Tax Tally, Sales Report Tally  Cash Tally and Bank reconciliation,

· Cost control,

· Debtors Management,
· Handling Creditors (Suppliers), Material Purchase entering to the System and Arranging for the payment,
· Reporting / Mailing all daily transaction details to Head Office (PRPL).
       Professional Strengths:
1. Excellent reporting standards.             
               2.   Co-operation with superiors and colleagues.

               3.   Excellent presentation and communication skill.
Educational Qualification:

Technical Ability:
· Practical Accounting (Manual)& Computerized Accounting (Tally,  Peach Tree, ERP)
· Completed PGDCA course in Computer(1 Year) & Proficient in Windows based programs- (Microsoft Word, Excel, & Power Point)
Project Detail (Management Thesis)
A Comparative study on Products and Service Quality offered by J M Mutual Funds and Reliance Mutual Funds and to suggest improvement for the betterment of J M Mutual Funds.
Achievement:
· Secured placement offer letter from J M Financial Asset Management Company during the time of Summer Internship Program

Personal Information:
· Date of Birth            :  17-01-1986

· Marital Status          :   Single

· Nationality                :  Indian

· Sex                             :  Male

· Languages Known    : English, Hindi, Kannada, and Tulu.
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