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 (
CAREER OBJECTIVE
)
I am looking for an atmosphere that encourages talents, imbibes exhilarating work culture, excellent growth opportunities and provides attractive compensation for extracting highest output by assigning responsibilities by reposed trust in talent.
 (
PROFESSIONAL EXPERIENCE
)
Organization : Aldaaysi Holding, Bahrain Designation	: Admin cum General Accountant Period	: August 2011 - Present
Platform	: MCA Oracle, MS Office

About	: Importers, Distributors and sole agent of all kind of food stuff (fresh, frozen, chilled and dry)
· Prepare payroll and other scheduled report to management.
· Issuing payments Monthly salary, Overtime, Leave salary settlement and final settlement.
· Updates payroll records by entering changes in exemptions, deduction and job titles and department/division transfer etc.
· Maintain the regular payments for Local suppliers and other payments.
· Daily Bank direct transfer, cash entries, cheque entries, credit card entries.
· Updates the company bank and credit card statement.
· Warehouse invoice preparation and payment follow-up.
· Coordinating and monitoring the daily activities with Human Resource & Accounts Manager.
· Reconcile varies bank accounts and credit card statement.
· Follow up LMRA works, arranging visa and book travel arrangements for staffs and management.
· Prepare HR documents employment contract and new hire.
Organization : BRD Car World. Ltd. Thrissur (Kerala)
Designation	: Accounts Assistant
Period	: July 2010 to July 2011
Platform	: Tally 7.2

About	: Authorized Maruti Suzuki dealership

· Preparation of cash book, Ledger, Maintaining books of accounts.
· Monthly accounting reports including Bank reconciliation.
· Handling Debtors i.e. follow up for cheques, updating account and reconciliation of their accounts.
· Maintain regular utility payments.

Organization: Accountants Combine, Thrissur (Kerala)
Designation	: Accounts Trainee
Period	: March 2009 to Jun 2010
Platform	: Tally

About the firm: Dealers of scientific instruments for educational purpose

· Preparation of Daybook. Maintaining cashbook daily.
· Manage the day-to-day financial transactions.
· Handling Debtors & Creditors i.e. follow up for cheques, updating account and reconciliation of their accounts.
· E-Filling of firms and companies
· Prepare monthly, Quarterly and Annual E - return.
· Preparation of Bank Reconciliation statement.
 (
ACADEMIC
 BACKGROUND
)

· Passed Bachelor of Commerce [B. Com] from St Thomas Collage Thrissur (Kerala).
· Passed HSC from De-Paul collage Erumapetty (Kerala).
 (
ADDITIONAL QUALIFICATIONS
)

· Diploma in Computer Application
· Diploma in Hardware and Networking
 (
S
KILS & HOBBIES
)
· Problem solving
· Capable to shoulder responsibilities
· Teamwork 
· Playing cricket and watching Football & Cricket
 (
COMPUTER SKILLS
)
· GUI Packages	: Windows, MS-Office
·  (
PERSONAL DETAILS
)ERP	: Tally, Oracle

Date of Birth	: December 14, 1987
Gender	: Male
Marital Status	: Married
Nationality	: Indian
Languages Known	: English, Hindi and Malayalam Passport No.	: T4984417
Bahrain Driving License No. 871230151valid up to 26/08/2025.

I hereby declare that the above-mentioned statements are true and correct to the best of my knowledge.
Date	:
Place	: Bahrain
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