[image: image1.jpg]



Rajesh Kumar     
+971 50-2604292

rajeshkriplani83@gmail.com
rajeshkriplani49@gmail.com
Nationality:   Indian

Career Objective:
I am seeking a good-level position in a reputed organization that provides growth opportunities to explore my 

capabilities, attitude, caliber, skills, and efficiency in the organization's growth.
Educational Qualifications:
· MBA (Master of Business administration) Finance & Communication-SM University – India, 2012-2014.
· B. Com (Bachelor Degree in Commerce) from Raj Rishi College, Jaipur University – India, 2001-2004.

· Sr. Secondary Education from Rajasthan Board, Ajmer – India, 1999-2001.

· Secondary Education from Rajasthan Board, Ajmer – India, 1999.
Technical Qualifications:
· Completed Computer Course in MS Office – 2004.
· Completed Computerized Accountancy Course in Tally-ERP 9 Version – 2014.
Personal Details:
· Date of Birth

:
01-07-1987
· Languages

:
English and Hindi

· Passport Number
:
M8054108
· Marital Status

:
Single
Professional Synopsis:

· 10+Years Gulf experience as junior Accountant (Petty Cash, Sales Statement, Bank Reconciliation, Accounts Payable, and Accounts Receivable).
· 2 Years of Gulf experience as customer service associate staff and data entry.
· A team player, coordinating with colleagues in the department - discussing the issues with seniors and coming up with solutions in a timely manner.  

Professional Experience:

     Provident Real Estate Broker LLC 

     (Junior Accountant – From Jan 2023 to August 2023)

Job Profile:

· Making agents commission payout and updating of records.
· Managing daily transactions related to accounts receivables, accounts payables and banks etc. 
· Handling Petty Cash and Bank Reconciliation. 
· Processing monthly staff salary and monitoring the staff’s account.
· Processing Vendor payments on time and update recrods.

· Finalizing tax payable and paying tax to the tax department
     Pure Health – Dubai Airport Terminal 2 

     (Customer Service Associate and Data Entry Operator – From Oct 2020 to Dec 2022 )

Job Profile:

· Collect all details of the passengers and enter information into kiosk software. Make sure all details are accurate by Passport, Boarding Pass, and Emirates ID.
· Maintain proper use of required PPE, gloves and safety procedures that are provided. 
· Making PCR tests for passengers and providing excellent customer service as per passenger’s standards.
· Keeping clean and maintaining all stock in the kiosk as we are representing the company. Providing all information to passengers and answering their queries.  

OBG Real Estate Broker – Dubai (UAE)

(Junior Accountant - From Apr 2017 to Mar 2020)
Lals Group – Dubai (UAE) 

(Junior Accountant - From Aug 2005 to Jul 2016)

Job Profile:

· Responsible for all prepaid expenses (like rent, sponsorship fees, trade license & insurance). Prepare a monthly prepayment schedule and pass the necessary entries. 

· Responsible for all outstanding expenses (Like telephone bills, water-electricity, and other misc. expenses and commissions). Prepare the monthly schedule for outstanding expenses and pass the necessary entries.
· Prepare depreciation and accrual schedules monthly & pass required entries. 
· Processing monthly staff salary and monitoring the staff’s personal account.

· Handling Petty Cash and Bank Reconciliation. 

Accounts Payable - (Job Responsibilities):

· Obtain all invoices from Receiving Clerk, ensuring all prices and quantities agree with the purchase order amount.

· Ensure proper supporting documents are attached to the Invoices, such as Purchase Order, GRN, Delivery Note and Contract Copy, work completion report and a manager payment approval letter or email confirmation. 

· Maintaining the petty cash and chequebook.

       Accounts Receivable - (Job Responsibilities):
· Raise all sales invoices in accordance with sale orders.
· Follow up for receivables and collected commissions. Income is depositing in the bank.

· Making sales and receipt transactions and updating it time to time manner.
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