To HR Manager

Dear Sir,

Subject: Application for the post of Accounts or Purchase or any suitable.

I am interested in working with an organization that recognizes achievement and rewards performance. My educational background and work experience will enable me to perform well as a member of your team.

My diligence, keenness to learn, ability to work in groups and adapt to different environments are my strengths. Furthermore, I have extensive exposure to Accounting systems. My education has provided me with necessary background to function competitively in the market. I am having an experience of 10 years as an Audit assistant, Accountant, and 2 years of experience as a   Purchase Executive and Accountant in UAE. Through out my employment experience I have demonstrated my professionalism, reliability and initiative. If given an opportunity to work with an organization like yours, I will strive to be worthy of the confidence reposed in me.

I have enclosed a copy of my Curriculum Vitae, which will allow you to review my background and qualifications. I thank you for you and look forward to hearing from you. 

Again thank you for your consideration.

Shanthaiah

Shanthaiah.91125@2freemail.com 
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Seeking assignments in Accounts, Purchases Operations, Business Operations in a growth oriented organization in the Service Sector. 

Professional Synopsis

A dynamic professional with more than years 10Yrs of experience in Accountancy profession and Team Management in the Finance Industry. Presently associated with Benoit Technologies LLC Bur Dubai Purchase and Accounts Executive/officer. A keen planner, strategist & implementer with demonstrated abilities in devising purchasing & accounts activities related to Computers Hardware, software solutions and Trading accelerating the business growth. Expertise in managing business operations with key focus on top line profitability by ensuring optimal utilization of resources. Demonstrated abilities in cementing healthy relationship with the clients for getting best cost for a business.

Organizational Experience 

Since Jan 2009
Benoit Technologies LLC Bur Dubai  






As Purchase and Accounts  Executive/officer

Key Deliverables 

Purchase Executive

· Prepares request for proposals, including statements of work, terms and conditions evaluation criteria.

· Prepares price and cost analyses of proposals and negotiates price, terms and conditions of service contracts.

· Prepares and maintains accurate records and documentation on all solicitations, responses, purchases, contracts, correspondence and related follow-up

· Analyzes current procurement activities and recommends improvements through more efficient procurement method, quantity discounts, standardization, value analysis and cooperative purchasing 

· Handling CRS and other related pricing distribution (negotiated fares filing) with yield improvement.

· Interacting with key accounts and clients across different sectors and rendering those services related to.

 Accountant

· Maintaining books of Accounts i.e., Cash, Bank & all ledgers.

· Preparation of MIS reports.

· Internal coordination within the organization 

· Verification of invoices with the terms of purchase orders.

· Preparation of analysis reports for receivables & payables

· Reco of Bank Accounts

· Reco of Sundry Debtors

· Reco of Sundry Creditors

· Preparation of Financial statements like Balance Sheet, Profit & Loss Account and Pay Sheet (Pay Roll) etc.,

· Finalization of accounts with the support to superiors and coordination with Auditors

Previous Assignments 

	Sr.No
	Name of Firm
	Location
	Period
	As a


	
	
	
	From
	To
	

	1


	M/s Betec Cad Industries FZC
	Saif Zone 
UAE
	2007
	DEC 2008
	Purchase executive,

Accounts Asst


  

	2


	M/s Amoda Publications
	India
	
	
	

	
	
	
	2005
	2007

	Accounts executive,
News contributor

	3
	M/s Krishnapriya Group of Co
	India
	
	
	

	
	
	
	2002
	2005
	Accountant

	4
	M/s Suryateja Finance Ind. Ltd
	
	
	
	

	
	
	India
	1996
	2003
	Accountant

	5
	M/s M. Harish & Associates Charted Accounts
	India
	1993
	1996
	Audit Asst


Academic Credentials 

· Bachelor of commerce (3 Years) From Kakatiya University Warangal AP India 

Attended Courses on:

· Windows 2000, MS-Office 2000, Internet

· Tally Accounting Package

· Focus Accounting Package

