
CURRICULAM VITAE

PERSONAL INFORMATION :-

Name - Syed Mastan Vali
Contact - +918374169691, +97477845085(WhatsApp)
Gmail - mastansyed4321@gmail.com
Address - 14/708-7 Nakash Street,Kadapa Pincode 516001,Andhra
pradesh,Indian.
Date of Birth - 04/12/1997
Marital Status - Married
Languages Known - English, Telugu, Hindi
Nationality - Indian
Hobbies - Exercise, reading books.

CAREER OBJECTIVE:

To work with a leading company and to use my analytical skills to the best of my ability combined with
perseverance, so as to contribute to organization’s growth and goal, as well as to attain my professional goal.

SUMMARY:-

● I have 3 years of working experience in QATAR FUEL WOQOD in Retail Department
as a Retail Administrator cum Store Incharge, Accountant, PDI & Cashier.

● Handling Retail Operations, Solving customer complaints, team management,
following the Company policy, rules & procedures.

● Opening & Closing of the store.
● POS opening & emailing the DSR to the respective authorities.
● Cash & Tender tally of the previous day business.
● Daily Deposits in the Bank.
● Operating foreign currencies billing with the same day exchange rates.
● Scan goods, along with the component, and collect payments.
● Issue receipts- Billing, Sales Order(SO),

Exchange & Credit Note.
● Operating Inward, Outward, Returns & Transfer with valid documents.
● Recording & emailing daily staff attendance
● Maintaining & Mailing Sales Order records on weekly basis
● Banking, book keeping, monthly finance, handling cash locker, Monthly PO & LPO,

BO Work, Making RTV, Petty cash float, procure & purchase to pay cycle, invoice
check outs…,Etc.

● I have 2 years of working experience in Sri Ganesh AutoMobiles communication as
a cashier in collection department.



● Successful in identifying opportunities for accelerated growth. Good working with
people and computers. Possess high standard of integrity and very hard working.

● Having ability of making reports with clients and sales records.
● Vouching of Various Books like Purchase Book, Cash Book, Journal Book.
● Day to Day accounting transactions and Voucher entries.
● Monetarizing Cashier, Bill writer and Cash.
● Secures financial information by completing Data base backups.

ACADEMICS:

Academic University Year of Pass Percentage

B.Com (Computers) Yogi Vemana University 2015-2018 72

Intermediate Board of Intermediate Education,

AP

2013-2015 57

SSC Board of Secondary Education, AP 2010-2013 77

Work Experience in India :-
● I have 2 years of working experience in Sri Ganesh AutoMobiles as a Accountant &

Cashier in the year of 01th Feb 2017 to 30th Dec 2019

Work Experience in Gulf :-

● I have 3 years of working experience in QATAR FUEL WOQOD CO. As a Retail
Administrator, Store Incharge, Accountant, PDI & Cashier in the year of 2nd Feb 2020
to 6th Feb 2023

Work profile:-

● I was worked in qatar fuel woqod Co. In Retail Department, as a Shift Incharge,
Accountant, PDI & Cashier.

● My responsibilities is following the company policy & procedures, handling &
managing the Retail team operations, reporting & contacting with a Area Supervisors,
Retail Admins & Retail Heads.

● Handling Customer Complaints and run way vehicles, Non payment recovers &
Customers Service.



● Team management and brief to staff regarding a about Company Policy, Rules,
Assignments, instructions & protocols.

● Working in Back Office, Net Banking(IMPS, NEFT, RTGS,INTERNATIONAL
TRANSFER)
Finance,Banking, Bills payable, assets & liabilities, Petty cash float, procure &
purchase to pay cycle, invoice analys recheck, handling cash security lockers.

● Update daily sales reports sending mails to head office, weekly sales reports, shift day
end, monthly day end closing and early day end closing.

● My responsibilities in duty times Making weekly staff schedule, Employee relationship
engagement, Making Cash float, handling shift cash sales & Credit notes, Shift
Opening & Closing, Shift Reconciliation, RPS sales checklist, Cash till register
opening & closing ,POS verifone monitoring, Fuel Calibration, Manual tank dip
Checking, Monthly inventory, daily monitoring, Spot check,Making Monthly Order PO
& LPO, PDI, Making RTV, Contact with delivery suppliers, Document & Folders
Controller, Stock Management & Stock in-out, follow up Outlook mails and quick
response to Retail Admins & Heads, Daily Hygiene Checklist, fire extinguisher
checklist, first aid kit checklist, Strictly follow the company policies & procedures…Etc.,

COMPUTER PROFICIENCY:

● MS-Office
● MS-Excel

● Tally ERP 9 Accounting

● ERP live Oracle R12

● Oracle BI(business intelligence)

● Oracle RMS

KEY SKILLS:

● Strong Organizational
● Time management.
● Computer skills
● HSSE observations
● TBT(tool box talk)
● Good Experience in Money Transfer (Domestic & International)

Training Certificates:

● Basic First Aid
● Basic Safety Fire Fitting



PASSPORT DETAILS:

Passport Number : S9513784
Date of Issue : 04-01-2019
Date of expiry : 03-01-2029
Place of Issue : Vijayawada

Declaration :-

I hereby declare that all the information and details given are true to best
of my knowledge and belief.

SYED MASTAN VALI
























