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	Qualified & Experienced Professional with 5 years of proven work experience in Accounting. Capabilities in interacting with computers, handling and moving objects, evaluate information to determine compliance with standards, process and record information. Ability to read and understand information and ideas presented in writing. A dedicated team player with ability to work in a pressurized work environment and effectively prioritize job responsibilities. Possess excellent communication, interpersonal, problem solving, time management, coordination and administration skills.


	Education
	


	Peachtree Accounting
	

	Syscom Computer, Dubai, United Arab Emirates


	

	Diploma in Computer Software Technology
	

	ET & T Corporation Ltd., Kerala, India


	

	Practical Accounting & Taxes ( One Semester in II)
	

	Thrissur Centre, Kerala, India

	

	Bachelor of Commerce
	2001

	Calicut University, Kerala, India
	


	Professional Experience 
	


	Accountant

Pearl Coast Group 
	Dec 09-Present 

	General Maintenance L.L.C

Duties and responsibilities:

· Maintains, assist in analysis and prepares financial management reports on a monthly basis including cashflow, Profit & loss, comparative reports of budgets.
· Preparing detailed sales and expense report, break even analysis and inventory.

· Submit weekly cash position report; monitors bank balances.
· Facilitate collection of outstanding receivables, periodic collection follow up and reconcile accounts receivables.
· Ensure deposit of Cash & Cheque collections.
· Process accounts payable cheques, cheque requests,settlement of bank loans and telegraphic transfers to suppliers.
· Prepare monthly staff payroll.
· Act as a petty cash custodian.
· Reconciles accounts, records, reports and journals.

· Perform other duties as assigned by the Facilities Manager.

	


	Accountant
	Feb 08-Nov 09

	Lake View Real Estate, Dubai, United Arab Emirates
Duties and responsibilities:

· Bank Reconciliation

· Update receipts and receivable

· Follow up for outstanding

· Call int’l clients related follow up

· Maintaining petty cash

· Control sales and re sales

Report to MD regarding daily auditing

	

	Accounts Assistant cum secretary
	Mar 05-Jan 08

	M/s Mex Print Pack Supplies L.L.C., Dubai, United Arab Emirates
Duties and responsibilities:

· Preparation of import L/C Application and Export L/C Documents as per the L/C requirements

· Preparation of Export Collection documents
· Maintaining petty cash

· Follow up with bank

· Checking and posting of sales and purchase invoices

· Checking and verifying vouchers
· Preparing various reports as per the requirement of management

· Debit collection and credit control

· Preparation of Journals, General Ledger, Trial Balance, monthly Reconciliation of Bank Accounts.

· Monthly statement of Accounts for Debtors and Creditors

· Preparation of various schedules & PDC Control.

	

	Accounts Assistant
	Apr 01-May 02

	M/s Ansar English, School, Kerala, India
	


	Capabilities
	

	Data Entry Duties
· Operate alphabetic, numeric and special character data entry computers and keyboards in order to record or verify data with a high level of speed and accuracy. 
· Compare data with source documents and re-enter data in verification format to detect errors. Compile, sort and verify the accuracy of data before it is entered.
· Locate and correct data entry errors, or report them to supervisors. 
· Read source documents such as cancelled checks, sales reports or bills and enter data in specific data fields or onto tapes or disks for subsequent entry using keyboards or scanners.
· Maintain files of source documents or other information i.e. bank deposit slips, complaint cards relative to data entered.
· Select materials needed to complete work assignments.
· Maintain logs of activities and completed work. 
· Store completed documents in appropriate locations.
· Load machines with required input or output media such as paper, cards, disks, tape or Braille media.


	
	

	Proven Job Role
	

	Accounting Functions 
· Handle day to day transactions and enter data into computerized Accounting System and report to the Chief Accountant on daily basis.

· Prepare statements, schedules and reports as and when required by the Accounts Manager.
· Prepare journals, general ledger, trial balance, bank reconciliation statement, monthly statement of accounts for Debtors and Creditors.

· Check, generate and verify sales & purchase invoices and vouchers.

· Manage debit collection and credit control and follow up with bank.

· Update receipts and receivable, follow up for outstanding and maintain petty cash.

· Control sales & re sales and handle and follow up international clients related calls.

· Preparation of Import and Export L/C Documents
· Report to the Managing Director on daily basis regarding auditing.


	Computer Skills
	


· Diploma in Computer Software Technology


ET&T Corporation Ltd. ,  Ponnani, Kerala, India

· Peachtree Accounting 


Syscom Computer – Dubai  U.A.E

· Tally
	Personal Details
	


Nationality

: Indian 
Date of Birth
: 26th December 1980
Marital Status
: Married
Visa Status

: Husband’s Sponsorship 

Language

: English, Hindi, Malayalam and Arabic (Read & Write)
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