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RESUME
ACCOUNTANT
RAJEEV
Email-id: Rajeev.296645@2freemail.com 
OBJECTIVE
To enhance my professional career with a challenging position in the field of Finance and Accountancy in a world class Company where I can utilize my skills and ability, which will benefit mutual growth.
PROFESSIONAL EXPERIENCE
5 years of total experience in the field of Accountancy out of which 3 in UAE and 2.5years in India
Time period: November 2013 – till date
Company    : 
National Contracting Co. Dubai, UAE. www.nccprojects.com,
Designation:

Accounts Assistant













Job Description
· Manage and be responsible for the day-today accounts issues,
· Handling Currency, 
· Preparing Cash Book,
· Posting Entries and booking invoices,
· Preparing Vouchers and Making Payments to the Vendors.
Time period: October 2011 – September 2013
Company    : 
Cochin Blue Metal Industries,Kerala, India, www.bestgranites.com
Designation: 

Accounts Assistant


  
Job Description
· Responsible for maintaining daily Cash book
· Assist in the daily vouchers 
· Preparation of daily sales report and Cash receipt report
· Responsible for Cash collection and safe keeping

Time period: February 2009 – March 2010    
Company   : HDFC Bank , Kunnamkulam, Kerala , India
Designation: Sales Executive 
Job Description
· Responsible for account opening of new customers
· Assist in the daily sales activities
· Attending to customers queries
EDUCATIONAL QUALIFICATIONS
· Master of Business Administration (MBA) :   Calicut University, India
· Bachelor Degree in Commerce
               :   Calicut University , India
SKILL SET
Softwares

: Tally and Oracle
Operating systems
: All editions of windows and MS office
Other certifications
: Computer hardware maintenance course
PERSONAL PROFILE
Date of Birth   
: 15 May 1986
Sex
: Male

Nationality
: Indian

Marital Status
: Single

Languages Known                                  : English, Hindi, Malayalam and Tamil
Driving License
: Indian light motor vehicles license
DECLARATION

I hereby declare that all the above information furnished is true to the best of my knowledge and belief.
Yours Sincerely,
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