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CAREER OBJECTIVE

To seek a challenging assignment that fully leverages on my current skills while also affording an opportunity to learn and grow as an accounting professional. I value commitment to my work, integrity, team spirit and willing to learn new skills in a new environment and give my best to the organization I would work for.
SYNOPSIS
· A result oriented professional with 6 ½ years’ experience in Accounting and Financial management in the Automotive Sector.
· Strong Analytical, Problem Solving & organizational abilities. Possess a flexible & detail oriented attitude.

· A keen analyst with exceptional relationship management & negotiation skills. 
ORGANIZATIONAL EXPERIENCE
Dyna Trade Automotive, Sharjah, UAE (Saud Bhawan Group)
DYNATRADE Automotive  is the leading Automotive Products and Services provider in UAE. They are also reliable single source for Parts for Trucks/Cars/4WDs/LCVs, Tyres & Batteries, Vehicles, Construction Equipment Parts, Pre Owned Vehicles and related services. A professional organization with vast resources and expertise, With a team of qualified professionals, state-of-the- art IT support, extensive warehousing facilities and close links with some of the most reputed players in the automotive world- reasons why they have emerged into the forefront of the automotive market in the UAE within a short period.
Sr. Accounts Assistant


(3 Years. Seven Months)
July’2007 – Feb’2011
(Payable/Banking/Import)
Payable Activities:
· Accounting of Vendor Invoices.

· Accounting of Bank Payments.

· Ensuring proper approvals for payments.

· Maintaining LPO records for Invoices accounted.

· Monthly Vendor Reconciliation.

· Payment Forecasting & Payment Planning.
· Processing of Payment for Local & Foreign Suppliers thru Bank Telegraphic Transfer Letters & Cheques. Electronic and Manual Payment. (Dealing with Banks viz. HSBC, SCB, ENBD, FGB & CALYON)
· Ensuring Funds Availability. Booking of Foreign Currency.

· Vendor Master Maintenance and approval record maintenance.

· Payment for suppliers & collection of LC, CAD documents from bank.

· Reviewing and Controlling of Bank Charges related to Accounts Payable.

· Preparing Monthly JV working and posting.

· JV record maintenance.
Import Activities:
· Liaising with banks for Collection Documents.

· LC Opening (Sight/Acceptance)/Amending/Checking/Advising.

· Obtaining Shipping Guarantee and all correspondence with Banks.

· Imports related work of Group Companies.

· CAN (Consignment Arrival Note) factor updating.
Banking Activities:
· Banking Activities & Fund Management. 

· Monitoring/Updating Fund Position for all Bank Accounts. 

· Managing Fixed Deposits with all banks & FD Rates Negotiations. 

· Follow up for abroad payments & Ex Rate Negotiation.
· Support in terms of input/Maintenance of Files for Monitoring Bank Limits and Loan Schedules.
· Monitoring & Updating of Bank Guarantee Files.
· Trust Receipts Loans & Short Term Loans.
· Financial Guarantees, Performance Bond & Tender Bonds.
Month End Activities:
· Expense Provisions.

· Inter company reconciliation.

· Monthly Bank Reconciliation of Bank Accounts. 

· Preparation of Cash Flow Statement. (Weekly)
· Preparation of Group Company Debit and Credit Notes.

Other Activities:
· Checking Original Import Documents & forwarding to Commercial Department for clearance of Shipment without any demurrage.

· Half Yearly & Yearly Closing for HO & Branches.
· Working with Auditors & Furnishing required information.
MGM Mission School, MGM Group,India (Non – Profit Organization, NGO)

Assistant Accountant






(3 years) 
May’01 – Jun’04 

· Preparing & maintaining statutory books of accounts, balance sheet, reconciliation statements and analysis of financial statements in compliance with time & accuracy norms. 
· Handling the preparation of reports like, Trial Balance, Receipts & Payments, and Income & Expenditure. 
· Working on budgets and conducting variance analysis to determine difference between projected figures & actual expenditure and implementing corrective actions.

· Preparing list of Expenses payable accounts, Cash Flow Statements and Receipt/Payment vouchers.
· Preparing Salary Statement & Maintaining Salary records.

· Handling a gamut of administrative responsibilities i.e. staffs leave records, coordinating with utility providers, managing office boys etc.

· Organizing workshops and seminars on relevant topics for Personality Development and Leadership.
ACADEMIA
M.Com (Accountancy & Taxation) 

P.M.B. Gujarati Commerce College,

2006
Regular 

57.6%


D.A.V.V. University, Indore, M.P, India


PGDHRD (Human Resource Dev.)

All India Institute of Management Studies,
2002

Correspondence
71.12%

Chennai, India
B.Com (Accounts & Taxation)

P.M.B. Gujarati Commerce College,

2001
Regular

59.44%

D.A.V.V. University, Indore, M.P, India
12th (Commerce)



St. Marys Convent H S School,

1998
Regular

65.55%

State Board Examination

10th





St. Marys Convent H S School,

1996
Regular

65.00%

State Board Examination

CERTIFICATION

Certificate in Financial Accounting Management Software (With Taxation) From Account Leader Academy in (2006 - 2007) accredited with ISO 9001: 2000, Delhi. 
Certificate in Computer Science From Lakhotia Computer Centre (LCC) in (1999), Dewas.

IT SKILLS
Knowledge of Computers, Windows 95/ NT, Tally 4.5/5.4, M.S Office, Lotus, Wordstar, Internet & E-Mails, Data Security Software AS400, PC and Printer Trouble Shootings, User of Electronic Typewriter, Comfortable & Fast Learner to work in any Accounting Packages. User of Data Security Software IBM AS400 Detailed knowledge of Microsoft Excel, Word & Lotus Notes.
Professional Strengths

·   Ability to change as per environment.

· Dynamic team player.

· Grasp new skills with in short period of time.

· Sense of responsibility and ability to perform under pressure.

· Balance personal and professional priorities and act accordingly.
PROFESSIONAL ENHANCEMENTS: Master Trainer under the Intel “Teach to the Future Program” with support from Microsoft

PERSONAL DOSSIER
Nationality


:
Indian

Date of Birth  


:
July 29, 1980
Place of Birth


:
Dewas, Madhya Pradesh, India

Marital Status


:
Married

Gender


:
Male

Languages Known

:
English, Hindi & Malayalam.
Visa Status


:
Visit
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