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INFO
Name

SIRAJ C

Address

DUBAI, UAE

Mobile

0564264486
0566620070


Email
        sirajkmr16@gmail.com

PERSONAL DETAILS

Nationality
Indian

Gender
Male

Date of Birth
19th February 1995

Marital Status
Single


Languages known
English, Hindi, Malayalam & Tamil


Visa Status:
On Visit
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To associate with an organization which can provide me a dynamic work sphere to extract my inherent skills as a professional, use and develop my aptitude to further the organization’s objective and also attain career targets.

ACADEMIC PROFILE

B.COM (BACHELOR IN COMMERCE) - 2015
IGNOU University, Delhi, India.

HSC (Higher Secondary Certificate) – 2012
Board of Higher Secondary Examination, Kerala. India 

SSLC (Secondary School Leaving Certificate) - 2010
Board of Public Examination, Kerala, India

ACCOUNTING
Certified in Financial Accounting (CPFA) & Certified in TALLY
   
CAREER HISTORY

· Worked as a Construction Manager cum Supervisor under Public works department, Kerala, India                            (Sep-2017 to Dec-2020)
· Worked as an Accountant in Varanam paints, Kannur, India (Sep-2015 to July 2017)

PROFESSIONAL CAPABILITIES 


ACCOUNTANT
· Have the ability to handle variety of activities like invoicing, entering purchase and sales orders, receiving and checking the goods supplied by the suppliers.
· Maintaining bank reconciliation, issuing cheque, preparing receipt and payment voucher. 
· Preparing statement of account and follow up with customer for payment.
· Control petty cash and office cash flow on monthly liquidation basis
· Recording day to day transactions of the business without any delay and accuracy.
· Developed communication with customers and vendors.
· Preparing Reports about Sales, Purchases, Payments, Pricing, maintain updated records of purchased products, delivery information and invoices. 























MANAGER/SUPERVISOR
· Perform a broad range of supervisory responsibilities over others, communicate orally with customers, clients and public face-to-face one-o-one settings, in group setting and using a telephone.
· Handled file validation and document controlling, solid understanding of document processing principles and practices. 
· Working with team members and Managers to complete duties as needed. 
· Read and understand blue prints and government estimations and construction documents.
· Lead all workers, arranging foods, accommodation and salaries.

SOFTWARE SKILLS

· Tally (ERP 9)
· Peach tree
· MS Suite (Word, Excel)
· Outlook 



STRENGTH

I have a well-organized work habit, willingness to work hard without any sluggishness, willingness to learn and ability to work under pressure. 






 
 DECLARATION

I hereby declare that the above written particulars are true to the 
best of my knowledge and belief. I will be held responsible for any 
deviation from the above mentioned details.


	
				

	
Your Sincerely,

[bookmark: _GoBack]
Siraj Chappantakath
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