
CV No: 28956
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
CAREER OBJECTIVE

To attain a position with an established company that will expand on my organization skills and offer my services to achieve a faithful and challenging career.

PERSONAL QUALITIES AND SKILLS

· Goal driven person with the desire to maintain consistency at all time and improve daily operation and processes.

· Enjoy a diverse work environment working together with people of differing personalities and background.

· Able to make decision and able plan thing and carry them through.

· Patient and sensitive to others inside and outside the workplace.

· Maintain composure in stressful situations while remaining focused on the end result.

· Team players who appreciate suggestions and opinion from co work.

· Take initiative and enjoy challenges and new opportunity.

· Well motivated, flexible and adaptable.

WORK EXPERIENCE

Leading company (INDIA)

May 2008 to 31 oct 2011

JOB DESCRIPTION 

 Officer - Operations

· Managing the process of account opening and processing the forms of mutual funds, insurance and other related financial product  

· Handling petty cash.

· Responding to sales inquiry. 

· Handling the internal office responsibilities.

· Handling Risk management, clearing and settlement of funds related activities on NSE, BSE, NCDEX, MCX platforms

EDUCATIONAL QUALIFICATION 

	
	Exam Passed

School/College

Year/

% Marks obtained

Class  Obtained

Month

S.S.C

J K Institute, 

Rajkot (Gujarat)

Mar 2000

71%

First

H.S.C

G T Sheth,

Rajkot (Gujarat)

Mar 2002

69 %

First

B.COM

Aatmiya college 

Rajkot (Gujarat)

Mar 2005

68 %

First

COMPUTER  AND ACCOUNTING SKILLS:

· Well versed with Ms Word, MS Excel and Power point. 

· Tally. ERP  version 9 (Certified by Raj Computers, Mumbai)

                       • Monitoring of cash
                       • Recording of journal entries into Tally accounting software
                       • Invoicing receivables and collections
                       • Preparation of payments, receipts, commission payments to agents
                       • Preparation of monthly salary through WPS
                       • Bank reconciliation
                       • Fixed assets depreciation records
                       • Submission of month end reports to the Dept head.
                       • Cash forecasts 
                       • Maintaining internal financial controls and procedures 
      
PERSONAL  INFORMATION  

· Date of Birth:    21st May,1985

· Marital Status:  Married

· Nationality:        Indian

· Place of Birth:    India

· Place of Issue:    Mumbai

· Visa status:          Residence

· Certificate:          B.COM (certificate available.)

· Language:            English, Hindi, Gujarati  (spoken & written)             
                                                         ***********************************************************
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