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DATE OF BIRTH 

30-DECEMBER-1977
MARITAL STATUS 

MARRIED
LANGUAGES KNOWN 
ENGLISH, HINDI 
NATIONALITY 

INDIAN
DRIVING LICENSE STATUS
VALID IN INDIA AND UAE
ACADEMIC QUALIFICATIONS:
B.COM

: APR-1998, FROM DEVI AHILYA UNIVERSITY with 58%
H.S.C. 

: MAR-1995, FROM MP EDUCAT’N BOARD with 59%
S.S.C. 

: MAR-1993, FROM MP EDUCAT’N BOARD with 69%
COMPUTER
: MS OFFICE, INTERNET, MIS, Accounting Packages like ERP.
CAREER OBJECTIVE
A position that enables me to increase my financial analysis and management skills. A position that enables to use my potential in the most productive way while enhancing the organization’s reputation and growth prospects.
PROFESSIONAL EXPIRIENCE
Accountant: Joined on 21st April 2007 until present with Enterprises LLC – DUBAI as an Accountant.

· Accounts Payable 
Payment to Supplier after checking supplier’s bill with LPO & Receipt memos.  Reconciliation & resolving querries of suppliers.

· Accounts Receivable
Managing follow-up of payments of Debtors with reconciliation of their accounts and solving their queries.  Generating Statement on regular intervals & sending to customers.

· Bank Reconciliation 
Administering online bank functions including monthly reconciliation of Bank accounts.  Corresponding with banks for queries which include L/C Documentation like issuance of L/C, Shipping Guarantee, Trust Receipts, etc.
· Payroll
Preparing and managing payroll functions for 100 employees. Also doing leave salary and gratuity calculation.

· Branch account reconciliation

To co-ordinate with Branch accountants & reconcile inter company branch accounts on monthly basis.
· Preparing and summarizing financial statements, sorting out the differences till the finalization of Balance Sheet.  Audit compliance should be completed within the stipulated time. 
	


CNF MANAGER - Working as CNF-Manager with SUN PHARMACEUTICALS IND. LTD. (INDIA) under CNF AGENT M/s. Sanghvi Trading Co. – Indore since November 1998 to 31st March 2007. The various responsibilities undertaken include:
Accounting, Inventory, Distribution and MIS Reporting
· Routine Accounting upto Finalization and Statutory Audit.
· Debtors Reconciliation and its analysis with management reports.
· Active role in Distribution related activities.
· Sales dispatches and its collections.
· Internal as well as Statutory Audit and Assessment of Sales Tax.
· Liasoning with Government Departs, Drug License, Sales Tax Registration etc.
· Preparation of Various MIS reports for decision making.
· Liasoning with Freight forwarders, Customs, Logistic activities and distribution.
· Customer, Field Force issues related to Distribution and Inventory.
· Queries related to transportation.
· Well known how to give satisfy service to Customer, Field Force (Marketing), Head Office Officials. 
	PROFESSIONAL SUMMARY


· Inventory control and management.
· Evaluation, analysis, planning, sourcing, controlling, active follow-up with Head Office for different subjects like MIS reports & queries with excellent communication and strong IT skills (ERP). 
· Acquainted with Logistics Management and distribution activities. 
· Highly dedicated and strongly driven individual, organizer, team player with an ability to remain calm and focused under pressure.
· Accounting Packages like E R P.
Job Responsibilities: 
· Evaluation of Order received and Order Processing. Immediate packing & Dispatches through approved Transporter and evaluation of timely delivery of goods to customer.
· Credit Control of customers and collection of payments within due date of dispatches.
· Timely settlement of claims of customer and settling discrepancies immediately if any.
· Satisfying the customer needs and maintaining the professional relationship with the customers. 
· Evaluation of delivery period of transporter and releasing payments to transporter as per the contract.
· Insurance Claims- Immediate follow-up with transporter, Insurance Company, Surveyor, Head-Office and timely completing of all paper formalities.
· Coordinating with various departments such as Sales, Finance, and government bodies for streamlining the process.
· Prompt usage of all MIS reports and timely suggestion to be sent to MIS Dept. 
· Timely reports to be sent to marketing people. Sort out issues if any.
· Head Office Officials, Customers, Field Force are three valued CUSTOMERS, giving prompt services to them.
· Company has made guidelines in every area of working. Strictly adhere to those guidelines with all sub-ordinate staffs. 
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