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Job Objective

Seeking an environment where my experience and knowledge can be exploited and enriched also looking for opportunity to work with dynamic professionals. If given an opportunity I will go that extra mile. I can contribute my years of experience in this field and can be effectively used for the growth and profitability of the organization.

CAPABILITIES

· Complete Accounting Functions up to Finalization

· Supervision of Accounting and Administrative Staff. 

· Balance Sheet and Management Status Reports

· Excellent written and oral communication skills. 
· Having Valid UAE Driving Lincense
                                                        CAREER PROFESSIONALS

SENIOR ACCOUNTANT/Purchase In Charge                                              Aug 12–Till Date                                                     

INDUSTRIES FZCO, Dubai, U.A.E.

· Independently Handling all the books of accounts. A/R, A/P, Payroll, WPS etc.

· Generating various MIS reports.
· Monthly Preparation of P&L A/c and Balance Sheet.
· Handling Raw Material Purchases/Imports under LC & Exports Documentations
BRANCH ACCOUNTANT                                                                                   Aug 08 – Apr 12                                           

KEMPE ENGINEERING (RAK) LLC., RAK, U.A.E.

· Engineering MNC Co.AUSTRALIAN, deals with Steel Structural Fabrication for the Projects of Qatar Aluminium,EMAAL & DUBAL etc.

· Independently handling the books of accounts. A/R, A/P, Payroll etc.

· Generating various type of MIS reports, LPO, Invoice etc.
· Bank reconciliation
· Preparation of Monthly P&L A/c and Balance Sheet.
SENIOR ACCOUNTANT                                                                                     May 06-May 08                                           

ELFIT ARABIA FZE, Ajman, U.A.E.

· Manufacturing & Trading Telecommunication and Electrical Items.

· Independently handling the accounts. Sales, Purchases, Petty Cash and Stock.

· Follow up of LPO, DO, Payments, and Receipts etc.

· Generating various type of MIS reports as per requirements.
· Export /Import Documentations.
· Bank reconciliation.
ASST.DEPUTY ACCOUNTS MANAGER                                                           Oct 05-Apr 06                                                                                
KLAUS WARREN FIXTURES PVT.LTD, Mumbai-India

Manufacturer of Bathroom Fittings and Fixtures

· Verifying Bills, Vouchers, Receipts, Invoices.

· Ledger Accounts Scrutiny
· Closing Stock Valuation (stock register, Opening Stock, Closing Stock).

· Passing adjustment entries for Prepaid, advances, Payables etc.

· Preparation of Schedules, Annexure, trading & P&L A/c and Balance sheet.

· Bank Reconciliation, Reconciliation of stock, Debtors and Creditors etc



	SENIOR ACCOUNTANT-CUM-ADMINISTRATOR                                          May 02-May 05                                                                                                 

Tanishq Fashions LLC, Dubai, UAE

Manufacturer/Import-Export & Trading deals of Fabrics/Garments

· Independently handling entire accounts.

· Reconciliation of stock, Debtors and Creditors.

· Closing Stock Valuation.

· Verification of Cash Book and Bank Book.

· Bank Reconciliation.

· Handled Routine Office administration functions

ACCOUNTANT-CUM-ADMINISTRATIVE OFFICER                                       Feb 90-May 02    

Activ8 Technologies Pvt.Ltd/Paradise Garments Pvt.Ltd
Information Technologies/Web designing, Mfg,Import and Exports of Garments & Fabrics

· Independently handling all aspect of Accounting Functions.

· Export Documentations, All Banking Functions.

· Follow up and collection of reports from various Govt Departments. 

· Monitoring and controlling of staff.

· Handled all Office Administrative Development and Maintenance Functions etc. 
AREAS OF EXPERTISE

As an Accountant

· Preparation of various Management Accounting Reports for Decision Making.

· Preparation of Sales Invoices and Customer Follow up for collections

· Monitoring and preparation of monthly positions of Creditors and Debtors

· Inventory Cost Calculations of Raw Materials and Pricing etc

· Reconciliation of Banks, Debtors, & Creditors and other General Ledger Accounts.

· Computation of Depreciation and Wages

· Liaison with Auditors/Govt.Authorities

· Handling Petty Cash Control & Payroll

· Import / Export Documentations under- Letter of Credit

· Follow up and Coordinate with other Branches and HO for monthly updates of accounts

· Preparation of monthly Profit & Loss, Balance Sheet etc.

· Conceptualizing, implementing and supervising general ledger and financial reporting processes and on time compliance of accounting standards 

As HR /Administratrative/Purchase & Logistic

· Applying, Renewal of Employees Visa, CEC Card & other visa related works. 

· Handle payroll function – Final settlement which comprise of Gratuity, Leave Salary, Air fare, Medical Reimbursement & other related works.

· Maintaining employee database including Loan processing, leave and leave encashment, allowances and advances.

· Reporting all HR & Administrative activities to CEO

· Supporting CEO and Looked after recruitment requirements like advertising vacancies, short listing CVs, conduct preliminary interviews & other related letter correspondence.

· Handling all sort of insurance for the employees (Workmen Compensation & medical insurance)

· Maintaining Time management system activities by preparation and Compilation of respective database.

· Planning & procurement of materials for production, non production 
· Preparation and processing of requisitions and purchase orders

· Lead contract negotiations 
· Request for quotations from various suppliers 
· Checking confirmations of order, delivery note and invoice control 
· Coordinating and following up of schedules, deadlines and delivery dates 
· Cost reduction through development of alternate suppliers and Alternate materials

· Vendor Development / Sourcing & Vendor Evaluation & upgradation. Developing new suppliers and to evaluate existing suppliers.
· Handling international purchases through Letter of Credit

EDUCATIONAL QUALIFICATIONS

Bachelor of Commerce (B.com)

Mumbai University, India

Bachelor of Legislative of Laws (FY-LLB)

Mumbai University,India.         
COMPUTER LITERACY

Financial Accounting (Tally9.2ERP) & AXAPTA –Australian Financial Accounting ERP Systems
Diploma In Computer Application                                                                                                                                                                                           
                                                        PERSONAL STRENGHS

*Comprehensive problem solving abilities, *Good communication, presentation, appearance interpersonal skills, *Self-motivated, *Ability to multi-task & easily adapt different working environments, *Strong determination and will power, * Well organized conscientious, resourceful and independently work responsibilities.


PERSONAL DETAILS

Sex







:Male

Marital Status






:Married

Nationality






:Indian 

Languages Known





:English, Hindi and Marathi & Kannada

Place of issue 






:Thane, Maharashtra -India,

Visa Status






:Jebel Ali Free Zone Employment Visa




