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	Name:
	Raj Kumar Chauhan 

	Address:
	U.A.E ADDRESS:P.O.BOX:22320, INDUSTRIAL AREA 1, 
Sharjah, U.A.E

	Telephone:
	+971528453270

	Email:
	rajkumarchauhan7355@gmail.com

	Job title:
	IT Coordinator, Accountant
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Raj Kumar Chauhan





Duties and Responsibilities:





    Receiving Invoices from warehouse and branches then processing Goods receipt Note & submit the invoice to Chief Accountant for the issuance of payments to our suppliers.


Making and sending Local Purchase Orders (LPO) for Suppliers 


Downloading and uploading daily/ monthly/ yearly Sales and Purchase reports both for Gift Division and Novelty 


Division.


Feeding of new items and revising prices if necessary.


Doing excel sheets for various product modification and uploading at the same time.


Attending phone calls from all branches, Supervisor ,COO and Suppliers


 Keeping record of inventory Import & Export


Stock verification and reconciliation


Checking loading and unloading


Local Purchase GRN , GRV ,Online ,Monthly Sale 








    





Working Experience





IT Coordinator Cum�Accountant (Payment Section)�AL Safeer Group of Companies�P.O.BOX: 22320, Industrial Area 1 , SHARJAH-U.A.E


7TH December 2011 up to present�
�
Data entry operator (1 Year)�
�
Import,Local Migo&Miro in Sap


Import PayMent&Local Payment For Supplier 


Sap(All Inventory)


Tally Prime(5.0)
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SPECIAL SKILLS





PROFESSIONAL SKILLS


Knowledge of computer (Word & Excel).Email


Having good telephone etiquette, clear speech and courteous 


Attending the supplier needs


Can work overtime and under pressure, fast learner, hardworking and responsible.
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PERSONAL Detail:


Date of Birth :-          20 May, 1987


Father Name :-          Mr. Sita Ram Chauhan 


Gender:-                    Male 


Martial Status :-        Married


Religion :-                  Hindu


Language Known :-  Hindu & English


Nationality :-             Indian


Passport No. :-          X-9297571


Date of Issue :-         15/06/2023


Date of Expire :-        14/06/2033


VISA Expire :-            21/12/2015
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ACADEMIC QUALIFICATIONS





High School: From DAV Inter College , ITI Mankapur , Dist –Gonda (U.P.)              �Year : 2003�Intermediate : From DAV Inter College , ITI Mankapur , Dist- Gonda (U.P)�Year : 2005�Extra Qualification: Basic Fundamental of Computer, Diploma in Computerized Account�Specialization :  Typing Knowledge of English & Hindi�Knowledge of Software : IIC Software , JS Enterprise Software 


Language : Hindi & English
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