Details of Appointment: : (For office use only — Do not write on this page)

Name Md. Mubsrlinv  fivned Ko .
Salary Soe 4. Soo]—
Conveyance \ 2 Included in salary O Extra Rs. per month

Mobile Allowance

O NilelRs. 50 l —per month.

PF & ES

I

O No PF & ESI 0 Only after 3 months | Pay ESI & PF Suploge "
L

Probation Period

3months O Nil __~

Salary revision O After 3 months\Z/Next April
Employee N y vl -
company Mods v
Designation Pccovatend .
Site H.o.
Date of joining 22 "@ lo6
Report to Le. QL
Documents 2 photo hs
required \ pHOTOgTaP ;
U = Copy of school certificated
opy of degree certificates «
L2 Copy of degr Do 0 .
O Copy of drivers license —— W (7\/ v
\[ & Copy of passport
\ | & Fathers employment details / Copy of ID card.
\|FReference letter from _Mohaniv Enkupyiva .
Reference letter from  {ajavand  fubopire .
1 v
O Reference letter from
O Other
O Other
Remarks Jo tke  over  Ronw’s Lok - Roscons

VM~ B Oveviee on o~ dogy 4o do
Cheari g B Jd

Sign: <_bq*“\ M“

Date:

~

M/L/UT.

Paae S Af <




I

ot

/&;’//

Bio-Data
O/é,/h gM [ng_" Nonf of Resume/Blo-data Z‘w /\AAA 7

Permanent Address

A

Remarks: (For office use only — Do not write in this box)

Education

Degree B com -

Name of college _Qlmania _enive il

Location [fﬁ.[ dewa b d-

| Year 20p5 | Medium of Instruction

Degree

Name of college

Location

| Year | Medium of Instruction

Namec of liter/ Jr. College L TV T [’ﬁueqe/a

Location Hv(fa abnd

Year Y [ Medium of Instruction | &g ferls _—
/

Name of school VP Figh Schood -

Location - &%/{dmw Leeundpbad /

Year 199%-92 | Medium of Instruction
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Application for post of Accoupant

Date of application 9| /DA.

Personal Details
Name MD;)(L /%baum Abmed Ylan.

Age 25 | Date of Birth | t Dln m&’l

Fathers Name Mohd: $babrir ;zﬁvmor/ Zlan y .4 N
Address for M Nb:- 2-0)- 394 ; Wavissuds - / é9':i’
Correspondence / / Ju |

€lundesn bud / o

Phone no. for / v W P
correspondence , 344857930



Other courses or
training B DLOE Jrom fphech
L ' COMmPprrery

Remarks: (For office use only — Do not write in this box)

Computer Skills

MS Office: ™ Excellent 'prod O Avg. O Learnt but never worked on it © Nil
MS Word: @ Excellent ®Good O Avg. O Learnt but never worked on it @ Nil
MS Excel: E/Excellcnt 8/Good O Avg. O Learnt but never worked on it 8 Nil

Auto CAD: O Excellent @ Good @ Avg. O Learnt but never worked on it & Nil
Other:

Two Wheeler ]
[Make [ Baioy [Year otns- | |
Family Details Name Age Occupation : Co;ppqnx LY oo
Father el Ehan | (5 0_| Cenps ¢RIV LAINS y{
Mother {Quavunnita b3 Homa MAJGA
Wife / Husband :
Brother / Sister | Tabesd iam 2% | HOwu MAtun
Brother / Sister | Tayanpum 92 Stidons
Brother / Sister TM leem 18 Yl i,enj‘ M
Brother / Sister ' e
Salary Details
Last Drawn Salary 4000/~ .
{\b?vg sdalary ESI: BFes O No PF: & Yes O No
nclude ‘Conveyance: O Yes “No Mobile Allowance: & Yes & No
Expected Salary Neqpdiladle -
J
Remarks: {For office use only — Do not write. in this box)
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Experience & Employment Details

["Years of experience in relevant field |

5ypays - ]
; :

Name of Company

Sl Gpsanand Evéerpreies

Duration of employment

Location

Avys -] From date: | pfay)-2000 [ _Todate: | Pec- 2004
’ [Fyderabad . 7

Designation

Are oundavdt

Last drawn salary

S006/—

Brief Description of work

Dewydo Dcu{ A BUntieg evriiey ke cosh /Bmuc
Treutock pud Trvewdly Jolared Lwbties Lite. puyebate -
Ll ffpex Peig s Debisl Ay Aecoucliahon

% Bawr & thdibls Praliwmonts; Expovdilin. Verpion
2 S s 1 41 ) ) i/ T4

Reason for leaving

Remarks: (For office use unly — Do not write in this box)

&[}C) Wﬂ{ﬁl Lu'g

Name of Company

Duration of employment

Mtboutr £ntapriae, () Pré Led-,
44y, | Fromdate: [pes “9004 | Todate: | pecoyims

Location Hyderabad
Designation EDP- dxecp bt in ghtcounli Do pY .
Last drawn salary Lnool —

Brief Description of work

Gerurohing of SapovG foInrewnly; faluclan.
Udivng Lucell, femuianng o HU- Lipors P Yanageies
Prepaiiy 7@?&5 @ Hetieveraens Jopovls j\ Salsy Deft
Preparction oy Fntis.- Eupendil conpay iign Kralie

Reason for leaving

(‘n—(')ycﬂm‘hy MMW
3-0 |\\v\-\r\u~ql ;sh(\&\ b } ’QxLL\g\\ A R2ES) .

I{Clﬂﬂl‘ks:y’or office use only — Do nat write in this box)

ﬁ’LS\ I\ﬁ\}-"“'a}‘w

-
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Having 4 years of experience in the field of Inventory, Accounts & EDP

P Experienced in handling Day to Day Accounting, Internal Auditing, Inventory

» Exposure of working with all levels of management and colleagues.

» Experienced in MIS / Debtors Schedule / Ageing Analysis.

» Manual & Computerized Accounting, all Finance related jobs efficiently.

> Excellent in decision making and having strong sense of responsibility.

» Processed the Payroll of 400 Employees / Friendly, Sociable and pleasing mannered.

P Strong presentation and communication skills / Good grasping and learning capacity.

P Having excellent command over English Language & Excellent in Self-correspondence.

P Experienced in Software Development and Hardware & Network Maintenance (Higher Diploma in
Software Engineering) from Aptech Computer Education and Accounting Package -Tally Wings on
Windows, EX-Next Generation & EBS .

P Experienced in Maintaining Hardware / software & Networking in Windows Environment

2004 Dec — 24-Dec05

2000 - 2004 Nov

Working with Mahavir Enterprises (1) Pvt Ltd (EDP Executive )
meritorious and biggest distrubution house of South India for FMCG & Kitchen
Ware Products, wherin | am handling Administration of Computers , assisting
Senior Management in Accounts like monthly Incentives for Sales Staff. making
Company monthly MIS for Management using MS-Excel, Generating Day to
Day Accounting Reports for Accounting, Taxation and Sales, Training Senior &
Junior Staff in Using Home made Accounting Package eBS and MS-Office.

Sri Gajanand Enterprises (Senior Accountant) Sri Gajanand Enterprises
(S.G.E) is part of Linga Business Group one of the Largest Retail Business group
in Twin cities. S.G.E is a Whole Sale & Distribution firm for Branded items in
Telangana, Rayalseema & Part of Andhra where I Handled routine Accounts work
like Bank / Cash Transactions, Receipts and payments Sales and Inventory related
works using Accounting Package EX-Next Generation, Monthly & Annual
Sales Tax Assesment, related matters. Co-Ordinating with Auditors in final Audit.




See page -2

unting Functions:
Routine Office Accounting work required in day-to-day business of the Company.
Handling Purchase / Warehouse maintenance and preparing Stock Report.
Correspondence with corporate offices through Internet & E-mail.
Coordinating with banks for all kinds of transactions.
Handling Self-Correspondence & all Computer related jobs.
Handling computer related jobs & day-to-day correspondence,
Co-ordination with Maintenance / Operations and Marketing Departments.
Attending telephone calls and Customer enquiries / Follow up of outstanding payments.
Systematic Filing of the Records and Documents.
Preparation of Quotations, Invoices, Purchase Orders, Accounts Statements, etc.
Preparation of monthly statement to the bank for the transfer of the salaries to employee account.
Reconciliation of Ledger Statement of Credifors and Banks

Graduation in Commerce from Osmania University (Hyderabad)
Intermediate from Board of Intermediate (Andhra Pradesh)

S.S.C from Board of Secondary Education (Andhra Pradesh)

Higher Diploma in Software Engineering from Aptech Computer Eductaion

yYYVY

Nationality: Indian

Gender: Male
Date of Birth: 10 —11 -1981
Marital Status: Un Married
Pass Port No. B3099752 Date of Issue: 27-11-2000 Date of Expiry: 28-11-2010
Address: H.No: 12-11-796, Warisguda, Secunderabad

Contact No: +91-9346-857-970

Languages Known: English, Hindi, Telugu

Md. Mubashir Ahmed Khan




