Curriculum Vitae-
POST APPLIED FOR-  ACCOUNT ASSISTANT/ ADMIN BACK OFFICE OPR
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UJJAL 
Email: ujjal.341497@2freemail.com 
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OBJECTIVES :
To be a strongest ring in accounts chain & to achieve organization’s targets with high degree of commitment and to accept unseen challenges and to overcome them with speed and accuracy.
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WORK EXPERIENCE :
	ORGANIZATION
	:
	AKBAR TRAVELS OF INDIA L.T.D,

	
	
	HEAD OFFICE, MUMBAI.

	DESIGNATION
	:
	ACCOUNT ASSISTANT.

	PERIOD
	:
	30th Aug 2014 TO 21st Jan 2017.
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JOB RESPONSIBILITY :
Account management with I-BOSS and Tally.
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Responsible for accounts receivable and accounts payable functions. Conducting weekly transactions & Bill settlement.
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Provide exceptional level of support concerning accounting initiatives. Supplier & client tally
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Transforming the total cash on the basis of income source. Handling all domestic and international billing.
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Analyzing Misc sale and Misc refund. Journal voucher.
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KNOWLEDGE AND SKILLS :
Book keeping.

Account payable/receivable. MIS reports

Data entry/Receipts/Invoice/Purchase Journal and ledger assignments. Supplier & clients reconciliation. Domestic and International billing.

EDUCATIONAL QUALIFICATION :
	
	EXAMINATION
	BOARD/
	SUBJECTS
	YEAR OF
	

	
	PASSED
	UNIVERSITY
	
	PASSING
	

	
	
	
	
	
	

	
	H.S.L.C
	BOARD OF SECONDARY
	ENGLISH,G.SC,G.MATHS
	2009
	

	
	
	EDUCATION,ASSAM
	SST,BENG & PHARSI
	
	

	
	
	
	
	
	

	
	H.S(COMMERCE)
	A.H.S.E.C
	ACCOUNTANCY,C.A.E.S,
	2011
	

	
	
	
	BUSINESS STUDIES
	
	

	
	
	
	
	
	

	
	B.B.A
	SIKKIM MANIPAL
	FINANCE
	2014
	

	
	
	UNIVERSITY
	
	
	

	
	
	
	
	
	

	
	OTHER QUALIFICATIONS :
	
	
	

	
	Tally 9 ERP from British Institute Karimganj,Assam &
	
	
	

	
	Diploma In Computer Application from British Institute,Karimganj,Assam.
	
	

	
	
	
	
	
	

	
	
	
	
	

	
	PERSONAL DETAILS:
	
	
	

	
	
	
	
	

	
	Name
	: Ujjal 
	
	

	
	Date of Birth
	: 25/06/1990.
	
	
	

	
	Nationality
	: Indian.
	
	
	

	
	Religion
	: Islam.
	
	
	

	
	Marital Status
	: Unmarried.
	
	
	

	
	Language Known
	: English, Hindi & Urdu.
	
	

	
	Best Hobby
	: Playing Cricket & Chess.
	
	

	
	DECLARATION :
	
	
	
	



I do hereby declare that the statements made above are true & correct to the best of my knowledge and belief.
Thank You
Date- 26/01/2017 Ujjal 







Place- Dubai
