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Name: NOOR

Email ID: saba.367897@2freemail.com 

PROFESSIONAL PROFILE
An inspiring, self motivated and dynamic personality with experience in accounting all primary years.
Now looking for a position where I can contribute to the curriculum work alongside colleagues and company.
KEY SKILLS & EXPERTISE
· Experienced at planning/organising plans.
· Excellent knowledge of all key subjects.
· Experienced in carrying out all the duties associated within the Assistant Accountant role.
· Develop the plans within the curriculum objectives.
CAREER SUMMARY
Joining Date: 1st July1 2011 till 31st March, 2017 
Assistant Accountant in Royal collection , Lal Bagh, Nai-Abadi, Moradabad – 244001, India.
Key Responsibilities:-
 Maintain Day/Cash Book.
Received Purchase Quotations/Purchase Invoice and Payment by Cheques and Demand Draft.
 Making Sell Quotations, Making Sell Invoice and Tax Invoice. 
Sending Monthly Bills to Buyers.
Received Cheques and D.D from Buyers and Deposit in Bank.
Maintain Stocks.
Labour Card.
Labour Account and Salary.
Received Bank Account Statement.
Brings Forms from Sale Tax Office for Interstate Purchase.
Sending Request to the Buyers for Form and Collect Form for Tax Deduction.
Making Balance Sheet (Trading and Profit & Loss Account).
PROFESSIONAL DEVELOPMENT
· Good team player
· Excellent communication skills
· Keen to progress personal development and training
INTEREST AND ACTIVITIES
Currently included: Reading, Cooking and Arts & Crafts
PERSONAL DETAILS
Name                        NOOR
Date of Birth:          10.01.1985
Marital Status:        Married
Religion:                   Muslim
Nationality:             Indian
Languages Known: Urdu, Hindi and English
Visa Status: Visit Visa

EDUCATION AND QUALIFICATIONS
Year 2010 M.COM from M.J.P University Bareilly
Year 2008 B.COM from M.J.P. University Bareilly
Year 2005 12th from U.P. Board Allahabad
Year 2003 10th from U.P. Board Allahabad
REFERENCES ARE AVAILABLE ON REQUEST
