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______________________________________________________________________________
Objective:

To seek a challenging and responsible position in a large and professional organization where I will have the opportunity to make a positive contribution to business growth by utilizing my skills in accounts, Administration.

Summary of skills:

· Penchant for hard work and rapid learning

· Exceptional analytical skills

· Creative resourcefulness and problem solving

Personal Attributes:

· Ability to work under pressure and in a diverse international environment

· Ability to meet deadlines within time allocation

· Work well autonomously as well as with others

· Result oriented and self motivated

Education:

· Bachelor in commerce [B.Com)

From Osmania University, India.

Major Subjects: Advance Accountancy, costing Accounts, Statistics for Management, Income tax, Auditing, Business Economics, Business law and regulation, Banking theory.
Skill Set:

Packages/Application 
: 
MS-Office

Operating System

:
Windows98/2000, Win NT

Accounting Packages
:
Peachtree, tally, Focus, Wings, Sage Line50

Career/Business Experience-U.A.E. (from2007 to Present)

· LLC-Jebel Ali free zone U.A.E.

· Position held: Assistant Accountant and Administration Officer

· Reporting to the Finance Manager

· Responsible for preparation of Trial Balance and Balance Sheet

· Responsible for Yearly stock auditing

· Maintaining of cash register and reconciliation of same

· Responsible for all administration work

· Maintaining of staff leave records, salary

· Posting daily general vouchers

· Preparation of necessary documents for renewal visa, Health card, with jebel ali free zone.

· Cosmo Road Lines - INDIA (From  2004-2006)

· Work involves administering the salaries of employees. 

· Looking after the company accounts and other issues related to banking

· Making vendor payments as per the government rules & regulations.

· Looking after other related accounting issues of the company.

· Work involves looking after the insurance of the transport vehicles

· Maintaining the daily cash sheet. 

· Maintenance of office supplies and stores regularly.

· Looking after the maintenance of the computer systems of the company.

· Looking after the incoming and outgoing of all the transport of the company and making sure their timings are maintained in accordance to the schedule.

· Worked as an Asst. Auditor in Hawaldar Associates (From 2002- 2003.)
Job involved auditing of vouchers, cashbook, and trial balance and balance sheet. 

· Audited the accounts of Darrussalam Co-operative Urban Bank, in which I audited their loan accounts including personal loans and gold loans, fixed accounts. 

· Audited the accounts of MESCO High School.

· Audited the accounts of MESCO Diagnostics and Medical Lab.

· Personal Details:

· Born on 


:
25th of March 1976

· Marital Status

:
Married.

· Visa Status

:
Employment Visa

· Nationality


:
Indian
· Languages Known

:
English, Hindi and Urdu
References: to be furnished upon request
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