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║OBJECTIVE║
To pursue a challenging career in Accounts within a dynamic organization encouraging an individual’s potential for growth, where I can improve my skills and use my full potential for organizational and personal growth objective.

║SUMMARY OF EXPERIENCE║
A well-qualified Accountant, who has got solid exposure with 7 years of experience in Accounts & 2 years of experience in Human Resource. 
║ACCOUNTING & FINANCIAL SKILLS║
Financial Accounting;- Maintain day book; cash book; purchase book; sales book & ledgers; bank book; GL; handling Petty Cash, prepare bank reconciliation statement; inter-companies reconciliation; maintaining Accounts Payable & Accounts Receivable transactions, trial balance; profit & loss account; Knowledge of accounting package Tally, Sage & Focus.
║HUMAN RESOURCE SKILLS║
HR; - HR Planning, PRO related all jobs, Annual staff Travel, Staff annual & sick Leave record, Employment contracts, Salary certificates, visa related issues, Labour contracts.

Performance appraisal.  
║DETAILED PROFESSIONAL EXPERIENCE║
1. Organization: Shri Vyankatesh Investment – Mumbai, India.  
     Job Title: Accounts Assistant.                        (From Jan’1998 – Dec’2000)
        This organization is dealing with share market.
    2. Organization:  Nagreeka Exports Ltd   
        Job Title: Accountant.                                      (From Jan’2001 – Dec’2003)
         This organization is dealing with cotton yarn in Northern India. 

   3. Organization:  Danlesco Gulf LLC, Dubai. 

        Job Title: Accountant                                       (From Jan’2004 – Dec’2005) 
         This organization is dealing with weighing machines in Dubai.
4. Organization: Al Khatib Cracknell Landscape Design LLC, 
                         (British Company) Dubai, UAE.                 
    Job Title: Accountant cum HR Executive               (From Mar’2006 – Mar’2010)
5. Organization:  (British Company) Dubai, UAE.        
    Job Title: Accounts Payable                                 (From Apr’2010 – June’2010)
Job Profile (Gulf)
· Manage the day to day financial transactions of the company.

· Maintain book of accounts in a computerized environment.

· Maintain the whole range of Accounts Payable & Receivable.
· Handle cash management; control petty cash; prepare render accounts of individuals & departments.

· Actual Cash Flow Statements.

· Manage the Invoice generation Operation & Credit Control.

· Ensure reconciliation of all sub ledgers & general ledger is performed on regular basis.
· Coordinating with credit control department and ensure that the payments are received in time from debtors.

· Check Monthly Bank Reconciliation Statements of all bank accounts maintained; resolve any differences in a timely manner.

· Prepare financial statements & reports for senior management & statutory bodies.
· Responsible for all Staff Claims, Mileage, Parking, Salik & other business expenses.

· Maintain Petty Cash float on day to day basis.

· Prepare Accounts Payable with regards to supplier’s payment.

· To check leave summary & airfare accruals.

· To deal with all Bank transfers and Telegraphic transfers.

· To deal with all expenses like Etisalat, DEWA, Loans etc.

· Preparation of Cheques,TT’s & responsible for all cheques deposits.  

Job Profile (GULF)

· Responsible for all human resource activities for the company, Provide advice, assistane and follow up on company policies, procedures, and documentation.

· Responsible for all employment contract, Labour contracts, labour relations & benefits.

· Review job applications & resumes.

· Prepare & distribute payroll.

· Maintain annual leave records, sick leave records, annual tickets, visa & passport expires, time records.

· Prepare salary certificates. 

· Nationality & department wise staff records.     
· Followed-up with PRO related issues like visit visa, Employment visas, medical of staff. Labour contracts & Labour cards.
· Scanning passport copies, Photographs, labour card & national ID’s of staff. 

· Keeping record of timesheet of staff.
║EDUCATION║
· Bachelor of Commerce, Mumbai, India-1993.

║COMPUTER SKILLS║
· Excellent command over accounting software like Sage, Tally & Focus.
· Expert in MS Excel, MS Word, Outlook etc.
· Diploma in Computer Applications.
║║PERSONAL INFORMATION║
Indian / Date of Birth: 22.04.1973 / Married / Husband’s Visa 
Languages: English & Hindi.
Driving License: Valid UAE Driving License

║AVAILABILITY║
                                                          Immediate
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