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Jagabar Sadick.H

Mobile: 050-7002659
E-mail: Jagabarsadick@yahoo.in
 

 
Objective: 


To obtain a position that will give me the opportunity to use my experience and education in the area of Accounts and Administration Field
Academic profile:

B.Com (Bachelor of Commerce) at  A.V.C College, Mayiladuthurai. (Year 2006-2009) (Affiliated by Bharathidasan University, Trichy).

EXPERIENCE DETAILS:
Metal House Steel Works LLC (November 2015– At Present) Assistant Accountant
· Making all kind of Vouchers such as Purchase, Sales, Payment, Receipt, Inventory and maintaining the Petty cash 
· Making invoice for Cash/Credit sales to the customers
· Making  Salary for all Employees through Wages Protection System(WPS) as per the U.A.E Labor Law and maintain the Payroll for Employees 
· Making payments by Cheques/Cash to the Suppliers with proper documents
· Follow up the customers for the payments
· Follow up the Bank/Cash balances 
· Making and Process the TT Remittances to the Foreign Suppliers
· Preparing the necessary documents for apply for LC (Letter of Credit)
· Follow up the LC with the bank and make arrangements for monthly due payments for LC
· Manage Bank Reconciliation Statements (BRS), Profit and Loss account
· Making Daily, Weekly, Monthly reports and submit to the General Manager 
· Perform various routine typing duties such as reports, bills, requisitions, checks, work orders and letters 
Yakub Al Maimani Est – Al Jubail, Saudi Arabia (November 2013 to June 2015)

Assistant Accountant
· Making all kind of Vouchers such as Purchase, Sales, Payment, Receipt, Inventory and maintaining the Petty cash 
· Making invoice for Cash/Credit sales to the customers 
· Making and maintain the Payroll for Employees 
· Making payments by Cheques/Cash to the Suppliers with proper documents 
· Follow up the customers for the payments 
· Follow up the Bank/Cash balances 
· Making and Process the TT Remittances to the Raw Materials Suppliers from China, South Korea and Thailand 
· Manage Bank Reconciliation Statements (BRS), Profit and Loss account 
· Making Daily, Weekly, Monthly reports and submit to the General Manager
· Perform various routine typing duties such as reports, bills, requisitions, checks, work orders and letters
· Maintains a filing system containing a number of varied subject matter files, traces material that has been removed from files or filed incorrectly
K.C.I. Projects, Chennai, India (June 2010 to January 2013)

Administrative Assistant Cum Junior Accountant
· Performs and Maintain all kind of Vouchers, Such as sales, Day Book, Payment, Receipt and maintain Petty Cash 
· Manage all Bank Reconciliation Statements (BRS), Profit and Loss account 
· Performs clerical support duties, in the Company/Project and based on this providing perfect report to superior on daily, weekly and monthly basis. 
· Maintains a filing system containing a number of varied subject matter files; traces material that has been removed from files or filed incorrectly. 
· May gather routine report information, making arrangement of material and may type necessary forms or reports. 
· Perform various routine typing duties such as reports, bills, requisitions, checks, work orders and letters. 
· Sort incoming mail for distribution and dispatch outgoing mail; open and date stamp incoming mail.
Packages and Skills

· Tally ERP 9.0 
· Ms-office 
· Internet Handling 
Professional Strength

· Excellent communication and interpersonal skills. 
· Ability to take the initiative in learning about new technologies and adding value to organization. 
· Efficient and Effective team player 
· Maintain positive attitude in the face of changes in work assignments.
· Team coordination and group skills.

Personal Details:

Father’s Name

:
Haliloor Rahman.A.K

Date of Birth


:
March 3rd 1987

Nationality


:
Indian

Marital Status

:
Married
Passport Number

:
J3602492

Visa Status


:
Employee 

U.A.E Driving License No
:
63591471

Languages Known 

:
English & Tamil.
DECLARATION

I hereby declare that the above furnished details are true to the best of my knowledge and I assure that I will do my excellent & confidential services to your esteem concern.

Place: 





               Signature

Date:                                                             
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