CV No: 487866 

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Top notch Accounts Assistant with six years of experience in senior management level. Maintain excellent written and oral communication skills problem resolution abilities and a high level of confidentially. Equally effective management and word processing support



Professional Experience

Summit Trading co., L.L.C Abu Dhabi. U.A.E

           October 2006 to Present

(A specialist in importing and supplying the finest qualityof  Japanese dry, chilled and frozen    foods to the hotel, food services, airline and ship chandlers)

Accounts Assistant

1. Provide Executive Level Support to Finance Manager with demonstrated ability to improvise and meeting dead lines.

2. Liaison between all impacted departments to ensure proper communication and reporting practices.

3. Responsible for Invoicing (in focus) and inventory Control.

4. Follow up and reconciliation of  creditors account and accounts Payables

5. Generating sales reports every month

6. Generating stock movement details every month ensuring stock movement and informing particulars department no dead stock 

7. Documentation for Exports.

8.  Generating  Food Import Request Services(FIRS) for importing foods

Vertex Securities Ltd. Kayamkulam. Kerala . India 

May 2005 to May 2006

Dealer Cash Market

Held the Position as Dealer Cash Market and Office Assistant with one the leading Share Brokers of  BSE and NSE  India

1. Executing Clients order in Odin 95 And Neat 

2. Held the position as cashier

3. Maintained Branch Documentation  and Cash Book

Jose Maruthathu & Co., 




July 2004 to Jan 2005

      Accounts cum  Audit Assistant

Held the position as audit and accounts assistant, provided support to senior auditors in areas of audit, taxes.

       Preparing trading, Profit and Loss A/c

1. Maintained  Accounts In Tally 

2. Assistant senior Auditors in auditing of leading organization.

3. Helping the client's proper payment of sales/ income tax avoiding Penalties.

.

Academic Qualification

Education                     :        Bachelor of Commerce        

                                     :        Diploma in Practical Accounting

Computer Skills
 :         Microsoft Excel, Word, Power Point, Tally, Focus  

Personnel Details         

Date of birth

:         6th April 1975

Martial Status

:         Married

Nationality

:         Indian

Languages Known      :         English, Hindi & Malayalam.

Visa   Status
             :         Residence.

