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To,
Human Resources Department (HRD)
Doha – Qatar

Respected Sir / Madam,


 Subject: Application for the post of Senior Accountant       


	

	


	I feel honored to offer my services for the aforesaid job in your esteemed company. I feel that my back ground, qualifications and the experience have equipped me to take up the responsibilities of higher position in a reputed organization such as yours.

	I have good experience in multi-cultural, multi lingual office environment. I sincerely assure you that I will take the job with great sense of responsibility, will enjoy the challenges of new situations and will make positive contribution in the position offered by you. I am confident that my appointment to the mentioned post would prove beneficial to your organization.

	I am enclosing a copy of my resume for your ready reference and perusal. If you had the opportunity to evaluate my resume, I am sure, you will gather more information about my suitability for the given post.

	I assure that if I’ am given the privilege of being a part of your organization. I will render my services with utmost sincerity & execute my responsibilities entrusted upon me the entire satisfaction of my superiors.

Thanking you in anticipation,

Yours faithfully,
Tharcilin Tharthees


Encl
•	A copy of Resume
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Objective:
To work for a professional organization where I can contribution my skills and strive for collective growth and development, always keeping organization goals as a priority.

Educational Qualification:

· Completed Graduation B.COM in 2013.
· Higher Secondary(12th) in March 2009
· Secondary Examination (10th) in March 2007

Computer Skills:

MS Office, Internet usage, Tally, Oracle, E-Counts.

Technical Experience in India: 
1.International Business Machine(IBM)
June 2013 to Sep 2014.
Chennai – India
Position: Junior Accountant
Job Profile:

· Invoice Processing, Handling Customer Calls , Data Entry. 
· Achieving the target by end of the day, Weekly Closing of  Accounts.

2.Jascon Engineering W.L.L.

Oct 2014 to Jan 2018
Doha-Qatar
Position: Assistant Accountant


Job Profile

· Receiving and verifying the Purchase, Sales Invoices & Petty cash and payment Requests Etc.
·  Recording all the vouchers in their appropriate accounts.
· Prepare regular reports and summaries of accounting activities.
·  Supervise & coordinating with employees regarding petty cash activities for the company.
·  Preparing Cheque & Telex Transfer for the payment
·  Coordinating with the Customer for payment & Direct contacts with supplier for release of payment.
·  Prepare financial statements and debtors listings / Check customers’ credit ratings.
· Verify recorded transactions and report irregularities to Chief Accountant.
·  Preparing Payment vouchers, Petty cash Vouchers, Sales Vouchers.
·  Reconciling weekly Bank Statement, Supplier & Customer Statements in-order to avoid future problems.
·  Assisting to subordinates for their queries related Documents
·  Maintaining Proper filing system for all Vouchers
·  Dealing with Payable & Receivable
·  Preparing Invoices and Dealing with customer if any data is missing
·  Monitoring and recording company expenses.
·  Dealing with the internal expenditure, vouchers on a daily basis in the company
·  Dealing with customers for their Queries and Solving.
·  Preparing Weekly Reports for Payable & Receivable and sending mails to concern Managers.
·  Preparing Tender Bond, Performance Bond for submitting to Bank.
·  Following with the Bank for the submitted documents & Delivering the Bank related Documents on time
·  Preparing Letter of Credit (L/C) for Local & International Suppliers according to their convenience.

Personal Details 

Date of Birth	             : 	26-09-1991
Religion		: 	Christian 
Nationality		:	 Indian
Marital Status	              :             Bachelor

[bookmark: _GoBack]Passport Details 

Passport No.	            :           L 7339534
Place of issue	            :           Tamil Nadu
Date of issue	            :           26.02.2014
Date of expiry	            :	           25.02.2024


Languages known to read write & speak : Tamil, English & Hindi. 




Other Capabilities: 

· The ability and confidence to communicate effectively both verbally and in writing.
· The ability to work quickly, flexibly, effectively and positively in response to requests made at short notice.
· Flexible and adaptable, comfortable with juggling a range of tasks in a fast-moving, dynamic start-up environment  
· The ability to prioritize and organize own work load in an effective and accurate manner, whilst working within broad guidelines. 
· Good organizational skills and able to pay attention to detail.
· The ability to contribute to and work effectively within a team environment.
· Willing to take on additional tasks as required and learn new skills.
· Willingness and ability to undertake training needed in order to fulfill the changing requirements of the job.
· Ability to be discrete and maintain high levels of confidentiality

Personal Appraisal Profile

· I am a self –motivated person who is diligent and ambitious.
· I am adaptable, willing to learn and take on new challenges.
· I am Loyal and committed to the task and the company. 
· Ability to work under High pressure with little supervision. 
· Hard working, punctilious, result oriented and fast learner. 


     I hereby certify that the above-mentioned particulars are true and correct to the best of my knowledge. 



(Tharcilin Tharthees) 
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