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PROFESSIONAL SYNOPSIS

With a strong base of 10+ years experience in the field of Accounts/Finance/Auditing of which is 7+ in UAE, I can offer my thorough knowledge in the field of Accounts specifically in  Tally Software.

PROFESSIONAL EXPERIENCE AND ACCOMPLISHMENTS

Accounts Officer – (Mahatma Gandhi University Off Campus Centre), UAE.   

 (From April 2004 –)
(One of the leading companies engaged in the business of Educational Services through management of UEIT (International Centre of Mahatma Gandhi University, India)

· In charge of the accounts department.
· Prepare and placing of purchase orders to suppliers.
· Coordination with Students for fee matters.
· Coordination with different management departments like HR, Marketing and 
Public relations.
· Liaison with banks, creditors and debtors.
· Preparation of Final accounts and MIS Reports and liaison with auditors.
· Preparation of monthly reports like monthly collections, cash flow statement.
· Preparation of Budget and Estimations.
· Coordination with branches in India and UAE.
· Reporting to the Chief Manager and Director (Finance).
· Documentation work for arranging bank finance.
· Managing a team of 2 accountants in our department.
· In charge of cash control – daily collection and deposit of cash and cheques to banks.
· Ensure implementation of internal audit recommendations and ensure best practices.
· Continuously review existing policy and procedures and recommend improvements.
· Strengthen internal control.
Accounts Officer – UIASR, Kerala, India. 

(October 2002 – March 2004)

(Liaison office of a Medical College affiliated to Tribhuvan University, Kathmandu, Nepal)
Job Profile 

· Experience in Tally Accounts entry. 

· Bank Reconciliation and branch reconciliation. 

· Liaison with Creditors, Debtors, Auditors & Banks 

· Creditors Management 

· Fee collection and periodic reporting to Finance Manager. 

· Coordination with branches in India, UAE and Nepal
Accountant - M/s. Indo World Tours & Travels, Kerala, India     

(October 2000 – September 2002)

(One of the leading travel agency engaged in the air ticketing & package tours (Kochi, Kerala, India)

· Preparation of Projected Financial Statements.

· Daily Cash/Bank Statement, Monthly Cash Flow/Fund Flow Statements

· Journalizing all due entries, Liaison with Banks, Auditors, Debtors & Creditors.

· Daily Book-keeping and cash closing, Monthly Bank Reconciliation
· Coordination with air line agencies & preparing the monthly report to different agencies.
· Coordination with travel & tourism agencies ( hotel booking & tour package )

· Finalization of Profit & Loss a/c and Balance Sheet

Audit Assistant – R.Sivaramakrishnan & Co, Chartered Accountants, Kerala, India.            

(August 1999 - September 2000)

· Conducting statutory/Internal audits of various concerns in private, Government and Bank sectors.

· Preparation of audit programme, audit check list.

· Preparation of audit reports.

· Accomplishing accounts jobs on turnkey basis.

· Assisting in sales tax/service tax/income tax tasks

· Implementation of accounts on requirements, in Tally based software.

· Assisting in company and related various legal matters.

ACADEMIC & PROFESSIONAL QUALIFICATIONS

· Bachelor of Commerce (B.com) from Mahatma Gandhi University, Kerala (1996).

TECHNICAL AND SOFT SKILLS

· Proficient in the use of Tally 9 Multiuser, MS Office (Word/Excel) Internet & Emailing.

· Can work on own initiative and as part of a team.

· Experienced in fully computerized computing environment.

· Adaptable and can work under pressure.

PERSONAL DETAILS

Marital Status



:
Married
Religion




:
Christian
Visa Status



:
Employment Visa, 
