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               JASIB 
                   Dubai-UAE
                  jasib.291450@2freemail.com 
                    Mobile: Whatsapp +971504753686 / +919979971283
	                                                              ACCOUNTANT/ADMIN


Highly dedicated individual with an inner urge for perfection in jobs assigned, having good communication skills and inter-personal skills looking for opportunities in reputed firm where I can use my talent and skills to grow myself and expand the company. Possess exposure to challenging environment and proven ability to handle complex issues to meet the organizational goals.
	 WORK EXPERIENCE

	                        EMACO INVESTMENT GROUP-FAMILIES SUPERMARKET LLC  DUBAI, U A E
                        DESIGNATION- ASSISTANT ACCOUNTANT CUM DATA ENTRY OPERATOR

                        ACHIEVED- NOVEMBER 2015 TO TILL DATE

· Preparing invoices, entering invoices of day to day transactions.

· To process, review and approval of subscription entries to respective accounts and processing account maintenances through related applications.

· Preparing sales report, purchase report, daily expense report.

· Processing payments and commissions and reconciling related accounts.

· Answer e-mailed inquiries from clients in a timely, efficient and professional manner.

· Supporting senior management to bring up methods for process improvements.

· Support to Manager in ensuring operational efficiency, focuses on the day to day operations of the department.

· Assisting new employees in on the job training of various applications and process level improvements.

· Maintains a close working relationship with other departments such as Registrations, Fund accounting and various other departments.

· Assisting payroll department.
· Handling petty cash.

                  AMUL PRODUCTS DISTRIBUTION COMPANY-MADANI ENTERPRISES KERALA,INDIA
                  DESIGNATION- ASSISTANT ACCOUNTANT

                         ACHIEVED- DECEMBER 2014 TO AUGUST 2015 (PART TIME)
· Supported financial operations of the firm, financial department and its interface with other department, clients, financial organizations and authorities.

· Demonstrated in assisting financial leadership as part of support to senior management initiatives for long term strategy and operational planning of the organization.
· Recording and review of financial transactions in the accounting systems, chasing the receivables and making payments to the creditors within the determined timelines.

· Processing sales reports, petty cash expenses reports, purchase reports and presenting to the higher level management.
· To organize and attend meeting, understand short term and long term goals, preferences and communicating it to the department.
· To ensure codes and conducts of the department is in accordance to the policies, procedures of the organization.

· Assisting higher level management to supervise finance staff and provide guidance in the course of their work and bring up ways to improve business operations.



	EDUCATIONAL QUALIFICATION


· Bachelor of Commerce (Accounts & Taxation) 2015
             Meredian College, Mangalore University
             Mangalore, INDIA
· Diploma in Computerized Financial Accounting

Sree Shankaracharya Institute

Kerala, INDIA
	CAREER/ACADEMIC ACHIEVEMENTS 


· Qualified as PIC Level 2-TSI QUALITY SERVICES (Franchise of Dubai Govt.) in 2016
· Trained as Customer Service Associate of Serco Bangalore (A division of SERCO GROUP Plc, United Kingdom) in 2015.
· Trained under Reliance Life Insurance Company and certified in IRDA exam in 2014
· Attended Entrepreneur Development Program conducted by Kerala Government in 2015.
	COMPUTER SKILLS


· MS Office
· MYCOM
· Tally
· Peachtree
· Quick book
	STRENGTHS 


· Self motivated, Hardworking
· Consistent, Sincere and positive attitude
· Good team player

· Proven Leadership and supervisory skills
	PERSONAL DETAILS

	Date of Birth
	02.July.1993

	Languages
	English, Hindi, Malayalam

	Passport
	Holding Valid Indian 

	Visa Status
	Employment visa 

	Availability
	1month Notice Period

	Reference
	Will be provided on request


I hereby declare that the above information is true to the best of my knowledge and belief
Place: Dubai                                                                                                                     JASIB 
