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OBJECTIVE:

With a vast experience in accounts and administrative jobs, I would like to carve a niche in competent work environment that allows the use of my skills and knowledge and fosters teamwork as well as allows independent responsibilities.

Seeking for the position in accounts department  in the growth oriented industry.

AREA OF EXPERTISE:
· Account Management

· Administrative Management

· Organizational Skills

· Computer Operations

CAREER PROGRESSION:
International, Sharjah, 2007-Present
Accounts and Administration Manager
· Managing accounts payable, fixed assets, cash, and payroll functions. 

· Preparing monthly and quarterly accounting and employee benefits reports. 

· Monitoring licensing agreements. 
· Preparing monthly reports and annual capital budgets  as per executive and manger suggestions

· Implementing and controlling the accounting management

· Supervising financial management of projects and accounts, salaries, employee benefits, legal incidences and other issues about work relations
Navinon Dyes (formerly known as IDI Ltd), Kalyan, India1975-2005
Accounts Officer
· In depth experience in all facets of accounting

· Assisted Department Heads in Inventory Control and in production budgeting and production forecasting in line with the market requirements.
· Coordinated in all aspects of monthly closings and financial reporting. 

· Prepared Balance sheet, reconciliation statements including inventory. 

· Performed investigative analysis regarding profit and loss account. 

· Processed accounts payable entries. 

· Assisted in company accounting reconciliations. 

· Keep track of petty cash accounts. 

ACADEMIC QUALIFICATION:
Bachelor of Commerce (Hons in Advanced Accounting and Auditing)-Karnataka University
ACHIEVEMENTS
· Part of core team that was instrumental in setting up of Escube Chem International
· Well versed with working of Free zone Authorities and rules

· Experienced in handling License agreement and visa work

· Part of core team that was instrumental in converting the  the manual accounting into computerized accounting

· Instrumental in analyzing the inventory position that helped the company controlling raw material, WIP and finished goods inventory.

· Introduced computerized costing method for batch costing.

COMPUTER LITERACY:

· Certificate Course in M.S Office 

· Certificate Course in Tally 5.4

· Tally 

· Proficiency in working with Fox pro and Database programs
CO-CURRICULAR ACTIVITES

· Founder member of Blue star hockey Team


· Participated and won accolades in inter collegiate hockey championship
· Assisted students of local school football team to improve their performance
LANGUAGES KNOWN:

English, Hindi, Kannada, Marathi
HOBBIES:

Playing hockey and badminton, listening to music.

STRENGTHS:

· Leadership and communication skills

· Innovative and analytical thinking

· Punctuality and time management

· Determination and patience Multitasking and perseverant

PERSONAL DATA
· Born on : October 11, 1954

· Married with two children

· Nationality: Indian

· Language Proficiency: English, Urdu, Hindi, Kanada, Marathi

· Ready to relocate

REFERENCES:
Personal and professional reference available on request

I hereby declare that the information above is true to the best of my knowledge and belief.

