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	Objective
	To obtain a respectable position in your organization which will enable me to use my talents, creativity and ability to the growth of organization as well as myself.

	Personal skills
	Comprehensive problem solving abilities, good verbal and written communication skills, ability to deal with people diplomatically ability and willingness to learn, team facilitator

	Qualification 
	·  Bachelor of  Commerce - (Finance Management)
·  Tally 9.2 (TCP) Certificate  No 6200005914 (Bangalore – India)

·   ICB No 6200005914(International Certificate Bookkeepers- London .UK)

	Skill set
	· Type writing                          English

· Operating system                    DOS, Win 9x, Win XP

· Programming language          Visual Basic

· Application                               MS-Office

· Accounting software’s            Tally 7.2,& 9.2,Daceacy &
                                                 Peachtree.

	Professional Experience
	2006 Charted Company  (Auditing Company) – Bangalore – INDIA (Six Month)
Responsibilities:  ACCOUNTS ASSISTANT
· Assisting to my senior in the time auditing that is checking of purchase bill, sales bill &  cash voucher .
· Checking bank voucher & preparation of bank reconciliation.
· Keeping of accounts of small concerns and making feeding by using tally program. 7.2 & 9.2
· Preparations of day books and Ledgers
· Checking the purchase order quotation

· Verifying stock items

· Checking debit note & credit note 

· Verifying delivery note

· Entry into computerized Accounting Packages

· Preparations of monthly P&L Account

· Preparing  of Audit report

· Filling of monthly quarterly and yearly tax returns. 

	                                                   
	2007-2009 Signature Kitchens India Pvt. Ltd. (Manufacturing  -  Importing & Exporting Company) Bangalore - INDIA (Two Year)
Responsibilities:    ACCOUNTS OFFICER
· Raising Invoices

· Issuing purchase order quotations
· Checking purchase quality & quantity

· Verifying Stock items 
· Verifying purchase invoices as per the quotations
· Raising debit Note

· Raising Delivery Note

· Verifying purchase bills

· Checking All type of receipt

· Sales Tax calculations
· Preparing of sales tax returns

· Maintaining of Bank book and preparing bank reconciliation statement
· Handling Petty cash

· Vouching of bills of Marketing Executives, Managers  & all staff
· Preparing of salary statement and slip
· Preparing of professional Tax and TDS

· Raising purchase order

· Receiving of materials and making GRN

· Dispatching of materials

· Doing  Administrator & HR  related work 
· Management of stationary

· Preparing monthly report 

· Submitting monthly report to Director

· Preparing monthly P/L Account


	Languages known

	2009  Management. (Shipping Agency & Hiring Speed Boat Service – Company  Ajman U.A.E (From 7-1-2009 Till date)
Responsibilities:  ACCOUNTANT GENERAL            

· Raising Invoices

· Maintaining of  bank book and preparing bank reconciliation 
· Maintaining of  purchase Ledger  Book ,Sales Book & Returns Ledger Book

· Maintaining  Journal Entry

· Handling Petty Cash

· Preparing of salary   statement & slip
· Preparations of monthly P&L Account

· Preparations of monthly report 
· Submitting report to General  Manager & Directors

· Issuing Debit note to Clients
· Issuing purchase order contract with supplier

· Verifying purchased quantity & quality 

· Making purchase & sales ledgers

· Vouching all stock items

· promptly collecting fund from customer

· promptly payment to supplier against bills
· preparing the cost control & budget
· Management of stationary

· Assisting to Managing Director 

· Advising  to Operation Manager

· Advising to Sales supporter

· English/Hindi &  Malayalam (read, write &talk)
· Tamil & Kanata (talk)


	Additional
	· U.A.E  Light motor driving license
· Indian   Light motor driving license (Bangalore)

	Personal strength
	· Quick leaner

· Ability to work under pressure.

· Meticulous & Hard working

	Personal information                  
	· Nationality            :    Indian

· Marital status        :    Un married
· Religion                :     Muslim

	Visa status
	Residency Visa –United Arab Emirates U.A.E

	
	I hereby declare that the above information given by me is true to the best of my knowledge belief.
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