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Junior Accountant 
Administration & Office assistant



NISHAD ALI . P
Doha-Qatar

Mobile : +974 31249874
             
E-mail: 
nishadpallyalil@gmail.com
                       


Nationality	: Indian

Religion	            : Islam

Marital Status	: Single

DOB                  :19/10/1992

Personal skills

Calm under pressure

High personal standards

Timekeeping

Using initiative

Quick learner

Confident










Language  known:
 
English,Hindi,Malayalam











Passport Details

Holder of Indian Passport Issued at 
Malappuram
		L 3652223

Visa Status 

Visit  Visa Transferable
With NOC           

Availabilty

Immediately Join          

	
Career Objectives:

To work for a reputable organization whereby I can enhance my career utilizing my academic qualifications, communication skills and career ambition. I wish that I can grow professionally and be a key responsible member of the team meaningfully contributing to the growth of the organization. 
To obtain an Junior Accountant, Office Assistant , Administration Assistant position in a growth-oriented company where I can utilize my administrative and analytical skills and acquire new abilities.

Nature of duties:

· Provides financial status information by preparing special reports
· Corrects errors by posting adjusting journal entries
· Secures financial information by completing database backups keeping information confidential
· assist with implementing and maintaining internal financial controls and procedures
· Acted as backup for other accounting tasks including daily sales reconciliation, freight analysis, payables and assisted in answering calls where necessary.
· Prepared daily cash position and check return items
· Prepared various worksheets to provide outstanding payments and other investment analytics, which led to increased productivity within the department.
· Compiled and analyzed daily receivable reports due for review by CEO
· Monitored long term incentives and company expenses in order to accurately budget for periodic invoice payments
· Maintained balance of client and company accounts by finding breaks and discrepancies associated with financing
· Preparing monthly reports for senior managers that line with reporting deadlines.
· Improving business accounting controls and processes to ensure the business is running effectively and efficiently
· Setting tables for meeting and conferences, monitor incoming emails and answer or forward as required.


· prepare outgoing mail for distribution, fax, scan and copy documents.
· Maintain office filing and storage systems.
· Performs a variety of administrative or executive support tasks that are highly confidential and sensitive, retrieve information when requested.
· update and maintain internal staff contact lists.
· co-ordinate and organize appointments and meetings.
· perform work related errands as requested such as going to the post office and bank, keep office area clean and tidy. Strong ability to work effectively with multiple supervisors.
Work Experience
 
August 5rd  2014 to September 10st   2015
    Junior Accountant & Office Assistant
           Regal Signage City, Perinthalmanna, Kerala,India
     
      September 16th  2015 to November 10st  2017
    Accountant Assistant
           KVR Autocars Pvt. Ltd.(Maruti suzuki car dealer)                                perinthalmanna,Kerala,India

Educational Qualification: 
      B.com -  Calicut university Kerala India  
      Plus Two -  Government of Kerala, India.
      S.S.L.C  -  Government of Kerala, India

Software Qualification:    
      Good working knowledge  Tally,Tally ERP9,MS Office, Excel, Word, 
      Internet and Email.
                                        
Special Attribute:            

· Self-Starter & Highly motivated.
· Strong Organizational skills.
· Good Computer & Interpersonal skills.
· Quick decision making ability.
· Get quickly acquainted with new trends and able to grasp new ideas.
· Hard working and flexible to work in shifts.
· Creative problem solver.
· Can inspire others and lead a team.



          I declare that the information furnished above is true and correct to the best of my knowledge.

                                                                NISHAD ALI . P
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