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	Accountant
(Payable, Receivable, Cash Flows)

	A dedicated Senior Level professional with over 9 years of experience as Accounting Professional. Strong analytical skills coupled with an impressive commitment to excellence and an ability to drive efficiency, and to work under pressure in a fast-paced, time-sensitive environment. Looking for a challenging position in growth oriented company, where I can use my extensive accounting experience to skills, and contribute towards the growth of company and achieve its targets.

	 
	AREAS OF EXPERTISE
	 

	· Treasury
	· Excellent Communications Skills
	· Inter-personal Skills

	·  Payables,  Receivables
	· Personnel payrolls/leave payment
	· Ad-hock Reports

	· Banking  & Finance 
	· Cash flows
	· ISO Procedures

	

	 
	CORE COMPETENCIES
	 

	

	

	

	· Hands on experience as an Accountant with in depth experience in  GL, Account Payables, and Treasury, and varied experience in back office operations of Credit Cards/ Merchant Banking.
· Detail-oriented, efficient and organized professional with extensive experience in accounting systems. 
· Possess strong analytical and problem solving skills, with an ability to multi task and to make well thought out decisions.

· Implement a payment method through HSBC Net to speed up the payment process at reduced company cost.

· Enhanced the petty cash float amount and type of payments issued, this improved processing operations , reduced the paper trial and optimize the petty cash replenishment period.
· Monitor inflow / outflow of funds; taking adequate measures to ensure optimum utilization of available funds towards the accomplishment of organizational objectives.
· Computer proficient in Ms Office, Oracle, JD Edwards, AS400, Business objects and Peachtree.
· Multi Faceted: Proven abilities as Accounting and in diversified business that demands strong Interpersonal Skills. Emotionally mature, tolerant and understanding, with strong work ethics and a high standard of professionalism.

· Administration: Self-correspondence, good computer skills, good filing and record system, good communication, local and complex international travel, maintenance of office equipment.
· Excellent Communicator: Excellent oral, and written communication skills; ability to negotiate and comfortably interface with all levels of management and staff. 

· Problem Solver: Ability to effectively manage conflicting priorities, with strong analytical and problem solving ability, and having an ability to successfully manage multiple priorities and assignments.

· Major Achievements:  Won an award for providing efficient training to accounts personnel in India on the software used in Dubai (BP Middle East).Won an award for efficient performance in the company (BP Middle East). Won an award for testing of a successful new project (Emirates Bank). Traveled to Egypt for training on Internal Audit. 



	 
	CAREER SNAP SHOT
	 

	July2006to July2010 
	Accountant, Middle East,Dubai, U.A.E.

	Sep 2003to Jun 2006 
	Processor, Emirates Bank (Merchant Dept),Dubai, U.A.E.

	Jan 2003to Aug 2003 
	Processor Emirates Bank (Finance Dept), Dubai,  U.A.E.

	Oct 2002to Dec 2002 
	Accounts Supervisor, Emirates Bank (Loan Dept),Dubai,  U.A.E.

	May 2002to Oct 2002 
	Accounts Assistant, Emirates Bank (ATMDept),Dubai,  U.A.E.

	 
	PROFESSIONAL EXPERIENCES
	 

	Accountant 
	(July2006 –July2010) 

	Middle East (Oil & Gas)
	Dubai, U.A.E.

	· I worked as an Accountant, and  was reporting to the Management Accountant.
· ProvidedFC&Arelated services to BPMiddle East, Middle EastLubricants Co(JV)and other joint ventures.
· I was responsible for adhering to guidelines and policies in group reporting manual andFAL.
· Induction of  junior colleagues, fellow colleagues, into my department.
· I was responsible to ensure adequate internal control over financial accounting and reporting.
· Coordinate with external as well as internal auditor in facilitating the audit process both interim and year end. Balance confirmation from and to auditor
Payables

· I was responsible for account payable for BP Middle EastandMelubco.
· Checking the invoices to ensure accuracy and approval with FAL, Matching of invoices with LPO and checking of cost allocation. Coordinate of timely submission of invoices, online payment to overseas supplier. 
· Preparing cash calls for Melubco offtakers and ensuring invoice payments upon receipt of funds.
· Monthly visit to Melubco (Jebel Ali Plant) for review of accounts. 
Treasury

· Monitor monthly payable aging  prepare funds flow forecast and ensured adequate balances locally by transferring surplus cash to group treasury.Report weekly cash forecast to UK and ensure timely transfer of surplus funds.

· Control local accounts consisting of 8 bank accounts, ensure there are funds for the day to day transactions and transfer the excess to UK accounts.Negotiate foreign exchange transaction deals with banks to secure the most favorable exchange rate.

Banking

· Coordinate with banks for better forex rates and updated exchange rates.
· GL reconciliation of several accounts / provisions, and accrual of interest receivable.I also do Bank Reconciliation( A/c job)
· Monitor and maintained bank mandates,prepare documentation for bank guarantees for BP and Melubco.
· Monitor all bank transactions and resolved discrepancies through liaison with the bank, internal/external department, and other parties, In charge of insurance for BP and its JV’s.

· Identify, investigate, and resolve any discrepancies with the bank, internal / external departments, and other parties.

Accounting
· Analyze and discussedrevex with Department Managers. 

· Ensure monthly group charge outs, month end closing of GL.Ensure that the sub ledger matches with the GL before month close.
· Review, verify, and authorize payments for petty cash disbursements, reconciliation of group companies. 

· Ensure all provisions are booked before GL close.

· Check bank accounts daily for all receipts and payments;allocating the receipts accordingly and ensuring payments are auctioned by the bank and accounted for by the department.Code accounts, perform cash application, and update accounts.

· Review , verify and authorize payments for petty cash reimbursement , expense claims , foreign currency purchases and cash advance in accordance with policies and guidelines of the company

· Payroll backup, reconciling group accounts every month, and settling disputes by every quarter end.

· Manage corporate credit card issuance, payments and credits, Accounts receivable follow up with customers for payment.

	Notable Achievements/ Contributions/ Awards 
· Won an award for providing efficient training to accounts personnel in India on the software used in Dubai (BP Middle East). Won an award for efficient performance in the company (BP Middle East).
· Implement a payment method through HSBC Net to speed up the payment process at reduced company cost.

· Enhance the petty cash float amount and type of payments issued, this improved processing operations, reduced the paper trial and optimize the petty cash replenishment period. 

· When Melubco payable were handed over to me, I found out that there were many issues like payable ageing and overpayment. I reported this to the management and then ensured that all payables were cleared and upto date and there were proper documents for the ageing. Also there was an over payment in payables of up to AED 2 million for the period 2006 to 2008 which I managed to recover in two months time.
· Several trainings attended in BP like Lateral Thinking, Decision Making and problem solving , Enhancing your personal and interpersonal skills , Defensive driving.

· Sort issues related to corporate credit card. There were an issue that the corporate card payment was done on time but the card company forgot to action the same and so we were charged a late payment fee. I sorted this issue by escalating this to the highest level in the card company which not only sorted the issue but also later on strengthen BP’s relation with them. 

	Processor (Merchant Dept)
	(Sep 2003 - Jun 2006) 

	Emirates Bank 
	Dubai, U.A.E.

	· I worked as a Processor(Merchant Dept),and I was reporting to Reporting to Officer merchant banking and diners card
· Maintain client relationship, monitor, and sent payment details to merchants.  Process timely payments to all merchant, Batch processing of several VIP clients.Check all manually processed POS transactions to other banks / third party.

· Investigate payment delays and non payments to merchants, Investigated rejected transactions and client payments.

· Charge customers with appropriate fees/ POSrentalassist chargeback department in settling queries.

· Monthly update and monitor staff related performance matrix.
· Manage all manual transactions and third party banks payments were checked by me as I was the acting supervisor, they were later signed by the officer, as she relied on me.
· Supervise records, for all matters, related to merchant banking, managing important clients like Damas, Rotana Hotel, etc.

	Notable Achievements/ Contributions/ Awards 
· Won an award for testing of a successful new project (Emirates Bank).
· When I joined this team, the jobs were not defined so I ensured to do the same.  Also there were no records of any entries passed, transactions or issues so I ensured that all jobs are documented for future reference.

	Processor (Finance Dept) 
	(Jan 2003 - Aug 2003) 

	Emirates Bank 
	Dubai, U.A.E.

	· I worked as a Processor (Finance Dept), and I was reporting to Supervisor reconciliation team.
· Prepare Diners Card settlement; Monitor credit card payments and processing rejects. 

· Respond to customer queries regarding their payments. 

· Coordinate with branches to get the correct feedback and ensuring prompt payments. 

· Customer care: answer to customers queries regarding their payments.
Notable Achievements/ Contributions/ Awards 
· We were given ten days to process any card payment rejects and I got a record 100% in my performance matrix.

	Accounts Supervisor (Loan Dept)
	(Oct 2002 - Dec 2002) 

	Emirates Bank 
	Dubai, U.A.E.

	· I worked as an Accounts Supervisor, and I was reporting to Finance Manager
· Monitor fund movements and monthly loan payments.
· GL month-end entries, reconciliations; Check and authorize loan payments; In charge of treasury and ensure adequate balances. 

	Accounts Assistant (ATM Department)
	(May 2002 - Oct 2002) 

	Emirates Bank 
	Dubai, U.A.E.

	· I worked as an Accounts Assistant, and I was reporting to ATM supervisor.
· Generate reports and sent to concerned authorities, Prepare settlements; reconciling all ATM transactions.

	 
	QUALIFICATION SKILLS
	 

	Educational Qualifications

	2011 
	Pursuing CPA.

	2008 
	Certificate in Internal Auditing and Group Accounting Policy, British Petroleum Middle East, Dubai, UAE

	1998 
	Bachelor of Commerce, Delhi University (International Educational Institute), Dubai, U.A.E. 

	1995
	Higher Secondary Examination, Varkey International Private School, Dubai,  U.A.E.

	I.T.Skills

	MS Office Word, Excel, PowerPoint, Access, Publisher and Internet Explorer, MS Windows. 

	Languages Known

	English (Read, Write, & Speak)Hindi (Read, Write, & Speak) Arabic (Read, Write)

	
	Single
	Female

	Residence Visa(Father Sponsorship)
	UAE Driving License
	D.O.B. 06/12/1977

	*Supporting Documents and References will be provided on request *
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