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Career Objective:

To get practical knowledge by working in an organization that provides ample experience and knowledge, and moreover that can enhance my technical and interpersonal skills and career as a professional.

Profile 


I am a graduate with professional qualifications in essential computer applications and typing. I have been working in the field of Assistant Accountant position for the past several years. I have worked under many higher level executives and gained valuable experience as well as appreciation for diligent, meticulous, conscientious approach towards my duties and responsibilities. 

Educational Qualifications

· Master of Business Administration (MBA Finance) from P.A College of Engineering Mangalore, Affiliated to VTU University Belgum, India.

· Bachelor of Commerce (B.com) from Shree Gokarnanatheshwara College Mangalore, Affiliated to Mangalore University, India.

· Pre-University Course from Govt. P.U. College Vogga, Affiliated to Mangalore University, India.
Technical Background:
· SAP in Finance (FICO) .
· Working knowledge of Tally ver. 9 & Payroll Software.
· MIC ERP 2000 Accounting Software. 

· Flair Software (Shipping & Transportation).
· Good working knowledge in word, excel, Power point,  and advanced excel reports i.e., pivot table, goal seek, auto filters, vlook up, splits & freeze panes which is used prepare to MIS reports.
Professional Experience:

1)    Employer
: 
 Shipping LLC.(UAE)

       Period

:  
 Jan- 2014 to January -2015 

       Position 
            :  
 Accountant Executive.
Duties and Responsibilities:
· Maintain All Accounting voucher entry and day to day books of Accounts in Flair Software. 
· Conduct cash flow analysis to prepare a summarized reports relating to the cash in-flow and cash out-flow. 

· Check figures, documents and expense reports for correct entry, mathematical accuracy, and proper codes prior to approving reimbursement.
· Responsible for receiving, verifying, preparing and processing of approved invoices of In-Kingdom and Out-of-kingdom
· Directs cash management operations to include daily cash administration, management of current accounts and bank relations.

· Verify and Follow up process of invoice for Contractor/Vendor and employees. 

· Following up with all the pertinent authorities for collecting all the official vouchers of the ships for further checking, settlement and preparing the ships accounts.

· Prepare financial statements and help to structure the Profit and Loss Statement.

· Computed and summarized data for the operating, capital and cash flow budgets including financial ratios.

· Drafted audit reports to Senior Management and the Audit Committee.

· Create and update databases and excel spreadsheets.

· Prepare fund flow & Cash flow statement in the end of the month.
2)    Employer
: 
 Faisal S Al-Naimi Est. (Industrial Services) (Saudi Arabia)
       Period

:  
 June -2011 To December-2013

       Position 
            :  
 Sr. Executive Accountant.

Duties and Responsibilities:
· Perform bookkeeping of daily transaction and inserting the daily accounting entries and relaying it in the used accounting ledgers such. Etc., and entering all Accounting data in Accounting Software.
· Handle accounts receivables daily transactions in compliance with FSN accounting policies and procedures, government and international accounting standards and processes.
· Experience of handling general ledgers, account payables, accounts receivable, sales etc.

· Preparing the quotations, invoices, and other accounting documents.

· Responsible for monitoring and managing the company’s cash flow.

· Follow-up with customers/vendors on outstanding invoices and accurateness of recording respective transactions in accounting books and general ledgers on a weekly basis.

· Maintain Day to day cash transaction & petty cash book.

· Reconcile all bank statements and monthly financial reports (BRS).

· Preparing and making all Financial Reports (Daily, weekly, monthly, and yearly) such as Profit & Loss Statement, Balance Sheet. Prepare year-end Financial Statement.
· Handle administration of collected employee information required for keeping records of actuals on overtime worked, annual leaves, business related travels and monthly payroll calculation and distribution in payroll software.

3)       Employer
:
City Steel Co. Mangalore           

         Period
            :
 June-2010 to June-2011

         Position  
: 
Assistant Accountant.
Duties and Responsibilities:
· Posting of Purchase invoices, sales invoice, advance receipt, clearing of incoming & outgoing and down payments.

· Incoming Invoices Posting and Make Payments in SAP sys.
· Assisted in transition from Tally ERP Accounting System to SAP.

· Developed and implemented new procedures to facilitate change over from manual accounts payable system to Excel.

· Reconciled, reviewed and processed invoices for payments on SAP system.

· Matched invoices with purchase orders and verify payment terms.

· Troubleshoot issues concerning vendor invoices and payment status, answered vendor calls, processed vendor requests and assisted in researching vendor-related issues.

· Entered general ledger transactions such as re-classing entries, tax-entries and suspense account entries. Used SAP system for these transactions. Also prepared statements of approved invoices.

· Performed month-end accounts payable accurals for expenses.

· Prepared checks using CDAR system and posted entries into SAP.

· Scanned invoices submitted by vendors for payment.
Personal Strength
· Quick and continuous learner and good listener

· Can work under stressed condition.

· Good command over calculations.

· Organization skill & Flexible with work.
I hereby declare that that the above-furnished details are true with proven records.
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Personal Details:


Date of Birth    : 05-05-1986


Nationality       : Indian	


Marital Status:  Single      


Languages Known:  English, Hindi, Malayalam, Kannada and Tulu.


Interest & Hobbies: Listening Music, Reading Books, Making New Friends.
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Passport Details:


                 Place of Issue  : Bangalore


Date of Issue    : 15/04/2009


Date of Expiry	: 14/04/2019











