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About me
A confident, multi-skilled and capable assistant accountant with excellent knowledge of human resource and payroll accounting. Exceptional analytical and problem-solving skills and able to provide financial information to all areas of the business simultaneously ensuring that all HR information is accurate. Easy going by nature and ability to assist colleagues and senior managers when providing comprehensive administrative support to day-to-day operations.

Now looking for a new and challenging Opportunities, one which will make best use of my existing skills and experience and also further my development.

KEY Attributes
· Marketing
· Sales

· Report Writing

· Consumer Behavior
· Accurate, timely, confidential, and efficient record-keeping

· Able to work under pressure in a busy environment.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
Contact
Mobile: 0504753686
Baqui-402946@gulfjobseeker.com 

	
	M. A. Baqui
EDUCATION 
MASTER OF BUSINESS ADMINISTRATION, (2019),
Telangana University, India.
BACHELOR OF COMMERCE, (2017),

Telangana University, India.

WORK EXPERIENCE
 INTERNATIONAL EDUCATION GROUP, Academic Counselor 

(2020 – 2021)

· Cold calling to the parents and fixing appointments for counseling sessions for their kids. Embrace and encourage the ethos and standards of excellence.

· Receive and receipt school tuition/fee payments; and to accurately report this information to the school Accountant.

· Prepare banking deposits as requested. Keep records of fee concessions and all related records pertaining to other school income. 

· Assist the school Accountant and Assistant Accountant in day-to-day accounting procedures.

· Perform other duties as requested by direct & dotted reporting line managers / supervisors.
CHAR BHAI BIDI WORKS LIMITED, Accountant & HR Executive 
(2019– 2020)
· Assisting in monthly financial preparations for management. 

· Inputting journal entries, payroll entries into ERP system.

· Responsible for maintaining and updating master database (personal file, personal database, etc.) of each worker (4500+) as per statutory compliances for PF. 
· Greeting customers and helping them with their enquiries or concerns. General merchandising of the store with managers

· Assisting COO/ CFO in monthly financial preparations for management.
REPSOL S.A, Executive Internship,
(2018)
· Answer phone inquiries, email and provide basic product information. Attend meetings and take minutes.
· Organize transport to deliver products to retailers. filing of documents arranging and maintaining meeting rooms etc.
selected achivievements

· First Aid Certificate in Workplace Safety

Computer SKILLS
· Proficiency with MS Office suite.

· Experience in using Microsoft Dynamics BC and Familiar with similar accounting systems (Tally, Focus)
Reference:
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ANUP P BHATIA
HR CONSULTANT

V Gulf jobseeker.com ¥
Helping you mEmnumeu/\

feedback@gulfjobseeker.com

WhatsApp +971504753686 / +971505657275

Human Resource, Management, Market Research & IT Consultancy.
Web Portal | Public Networking Service | Digital Marketing | Web Design

Job Posting | Recruitment | Website Design | Digital &-Viarketing | 150 Certification
€V Writing | CV Distribution | CV Highlight | Video CV | Certificate Attestation | Visit Visa

Gulf Business Offer

enerating Proftabie Leads by Net

We can help generate Business Enauiries
for your company Services & Products.
Zero Advance Fees
Pay our commission once you receive your
payments from leads generated by us

First Impression Management Consultancy.
Post Box No 44052, Dubal
United Arab Emirates.

= International

b £ Cronnization o

tandardization
www.Fimcuae.com

We can help you get 50 Certification
Management Consulting Services
Experts from your Industry available
Consultation on Implementing Systems

Assistance on Expired Certificates Available

First Impression Professional Services
Office No 203, shree Balaji Heights, € G. Road,

Ahmedabad, Gujarat, India








