
RESUME
LeonardAnsunDSouza
E-mail    :leonardansundsouza@gmail.com
Mob     :+97335982878/+918202547271
PassportNumber :K3211249
IndianDrivingLicense:LMV/MCWGKA2020120008448
UAEDrivingLicense :2228107
BahrainDrivingLicense:890952663

CareerObjective:

Ilookforwardtobeaprofessionalinanorganization,tobuildacareerinthefieldoffinancialaccounting,co-
ordination,utilizemyskill,knowledge&abilityinachallengingenvironmentinthebestpossiblemanner
benefitingtheupgrowingoftheorganization.

PersonalCredentials:

BachelorsDegreeofCommercefromMangaloreUniversity.
Goodtimemanagementandworkorganizingskills,proactiveandsolutionsoriented.
Effectivecommunicatorpossessingexcellentpresentationskills;capableofachievingtimebound

objectivesusingteamleadingskills.
Abletoworkco-operativelyasapartoflargerunit.
Abilitytoassimilateandretaininformationquickly.
Noble,Outgoingandhonest.
Goodinterpersonalrelations.

WorkExperience:

Firm:NassCorporation(Bahrain)
Designation:AdministrativeClerk
Period:Dec2016toPresent.

 Responsiblemonthlygroupcompaniespayroll.
 NewEmployeesregistrationandbadgenumbers.
 Checking/reviewingofjournalvouchersforcorrectnessandproperapproval.
 ControllingofsuppliersCreditInvoices.
 PrepareandMaintainPayrollandAttendanceCalculation.
 Prepareandcalculatetheovertimereportsofvariousdivisions.
 Maintainanefficientfilingsystem.
 Assistedinhousingsupplementadvance,reimbursementforms,salarycertificatesandtheirapprovals.
 Maintainthemedicalinsuranceapplicationofnewhires.
 Handlingtheleavemanagementofemployees.
 AssistedinInternalcontrolaudit.

Firm:JANARDHANMR&CO
Designation:Internship
Period:Jan2016TONov2016

 PracticalexperienceofAccountingandworkingwithComputers.



Firm :HarryWilsonEnterprisesPvt.Ltd
Designation :AccountsAssistant
Period :April2012toMarch2013.
JobProfile:

ReconcilingFinanceaccounts.
Maintainingspreadsheets.
CreditControl.
PreparingStatutoryaccounts.
CashallocationandManagingpettycashtransactions.
Salesorderprocessing.
Managingdailypostinandout&Handlingcheques.
Receivingandprocessingallinvoices,expenseformsandrequestsforpayment.
Reconciliationofdirectdebitmandates.

TechnicalSkills:

DiplomainComputerApplication

 Ms-Office-excellentknowledgeofwordandexcel
 Financialaccounting:Tally9.ERP:AdvancedPracticalaccount
 IncomeTax:Banking,Labourlaw.

PersonalDetails:
DateofBirth   : 07-September-1989.
Gender   : Male.
Nationality   : Indian.
LanguagesKnown  : Arabic,English,Hindi,Kannada,Konkani&Tulu.
MaritalStatus   : Single.

Declaration: 
Iherebydeclarethattheabovefurnishedinformationistruetothebestofmyknowledge. 

Place:Bahrain

Date: LeonardAnsunD’Souza


