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Profile
A self starter and high person with a desire to participate on a hand on basis, positive thinking, extremely talented, self-motivated, enthusiastic financial management and accounting professional with over five years of experience in preparing financial reports, cash management strategies to the highest possible standards of excellence, transparency and compliance with all external regulations, accounting and financial management standards and internal policies and procedures. Proven track record in achieving sound development and monitoring of budgets. 
Professional Experience:
Unigulf Development LLC - working for more than 5 years joined in March 2004.

Job responsibility handled

· Finalization of Trial Balance, Balance Sheet & Profit & Loss Statement.  

· Monitoring Leverage Ratio, Gross Gearing Ratio and Current Ratio on monthly and annual basis. 

· Handling and organizing EDP dept. processing daily accounting entries, month end and monthly financial and management reports for 5 different companies as well a consolidated group reports.

· Monitoring GP and NP and controlling the under cost sales Invoices generating adequate report and accordingly informing the sales manager to control the under margin sales.

· Regular monitoring and balancing the cash level and material procurement of Doha branch.

· Preparing Financial Statement every month end for all the different companies of the Group as well as the combined statements with comparisons.

· Managing the cash flow of the sister concern company

· Coordinating with auditors for financial auditing and providing all the reports and data required for auditing 

·  Conducted ISO re-certification audit, arranged management review meeting, Setting ISO procedures and Manuals for Showroom
· Restructured complete hardware, networking and software system of the company

· Implementing and migrating from Fox bas software to oracle based new software.

· Coordinating with department head to get all information required for the enhancement of software and accordingly providing information and required data to Software Company.

· Training to all company staff on new software 

· Implementing of high speed Linux based VPN connectivity through ADSL to remote location of company in Dubai, Sharjah, Abu Dhabi and Doha-Qatar.

· Implementation of Linux based mail server.

· Maintaining daily back up for file server, ERP software & mail server.

· Planning and designing of Server racking 

· Introduced and successfully carried out preventive maintenance (interior/exterior cleaning and detail checkups) of computer systems & printers quarterly, reporting the status and recommendations.

· Providing desktop support and user level training.

· Applying bug fixes, security patches and OS updates.

· Planning, designing and implementing LAN and VPN connection for new sites.
· Format and installation of desktop pc
Diva Exports Pvt. Ltd. – worked from Aug 2001 – Dec 2003

Job Responsibility

· Entering all accounting entries in computer. 
· Finalization of Trial Balance, Balance Sheet & Profit & Loss Statement
· Debt Collection.
· Creating & designing all kinds of charts required for daily follow up.

· Executing orders received from the valuable buyers.

· Generating computerized orders to the supplier.

· Retrieving incoming mails & distributing to the relevant dept.

· Following through emails with the buyer/supplier to get the goods as per customer satisfaction.
· Keeping track of complete MIS.

· Procuring & Following with buyer on labeling & necessary accessories to be attached to the product.

· Coordinating with Courier companies & keeping track on daily courier parcels.
· Preparing & analyzing comprehensive Shipping documentation.

· Generating application/documentation for government quota’s & visas.

· Coordinating with the suppliers & completing the orders on time to meet the deadlines of shipment.

· Inspecting the production at the production center & taking required measures/decision to maintain the quality.

· Coordinating with forwarding agents, planning vessel & updating on the same to the buyer.
· Replying to the buyers/supplier e-mails & cultivating a good relationship with them.

· Analyzing and tuning the computer performance by adequate maintenances.

· Providing desktop support and computer training.

Education & Professional Qualifications & Skill

Bachelor of Commerce – 2001-2003, University of Mumbai
I.T. Skills:

MS Office 9x, 2K, XP, 2003, Visual FoxPro 6.0 programming knowledge, Adobe Packages – Photoshop, PageMaker, Illustrator, CorelDraw, Internet & Email (Outlook Express, MS Outlook, Eudora) configuration knowledge, Hardware & Networking, Desktop Support, O/s – Windows 9x, XP Home & Pro, 2K Pro
Accounting Competence:

Bank & Cash A/c Reconciliation, Auditing, Accounts Payable, Accounts Receivable (Debt Collection), Management Reports, Financial Statements, Budget Forecast and variance reports, Knowledge of accounting software – Tally, Peachtree, QuickBooks, Simply Accounting, G.P. Monitoring reports, Net worth ratio reports, General Ledgers, Trial Balance, Balance Sheet, Profit & Loss Statement, Forecasting Cash Flow, Forecasting Budget, Performance Monitoring.
