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BBA Finance (Special) Hons SEUSL, HNDA, CMA- Final.

	OBJECTIVE

	To be a team player in a dynamic environment where I can apply my knowledge, skills and creativity that will maximize the company’s potential and contribute significantly to the sustainability of the organization.


	STRENGTHS

	Extensive and specialized experience in accounting, financial reporting, identification of key business risks and accounting issues, identification of solutions and providing recommendations. Strong analytical and innovative skills proved in workplaces.


	PROFESSIONAL EXPERIENCE

	01. Aayan Leasing Company
Division

Designation

Period

Finance

                   Accountant

June 2013 – Present

Accountant - Responsibilities

·  Supervision, monitoring and controlling the Organizations accounts and Finalization of accounts
· Maintained liquidity by managing cash operations. Revenues from sales and service departments are used to fulfill immediate requirements in petty cash and for payment to certain creditors. 

· A system of filing is followed by separating files and sections. Documents are arranged in serial order which could be easily accessed by others. These files were periodically shifted to store according to date and needs.

· Prepares and record assets, liabilities revenue and expenditures.

· Responsible for receivables management including invoicing, collection and monitoring and risk assessment of receivables.

· Accounts for all receipts received, cash, PDC, bank transfer credit/ debit card, updating all transaction accurately and quickly within the customer accounts in Fleet system.

· Ensure timely deposit of cash and cheque in the bank daily basis.
· Prepare daily cash sales report including submission to the financial department along with all cash invoices and supporting documentation. Submit reports of cheque receipts, PDC and credit notes.

·    Prepared payroll statement of all the employees in accordance with punching system, salary agreement, and pass journals of all these payments. Final settlement, Leave settlement, calculation of gratuity is also performed along with.
·    Given support to both internal and external auditors in providing support documents. All the arrangements were made for the Auditors from administration side.

·    Verified creditors’ month end statement with the office records and point out mistakes like double entry, canceled deals. Creditors include Insurance companies, Warranty Company, parts and other suppliers. 

· Coordinated administrative work. Collected and recorded and maintained daily report of issued insurance, warranty policies, receipts, bank deposits, which are used for future reference for managers, sales people, and vendors. 

· Processing payment and review of system reports Coordination of Bank with various official works.

· Reviewed daily bank statement (reconciliation). Ensured each receipt and payment are posted under/against appropriate account/invoice. Bank deposits are collected verified with the system records to produce report by attaching related documents.

· Ensure safe keeping of Guarantee/ Security cheques and release them after appropriate approval.

· Provide support to sales department with respect to outstanding in customer account, update them on status of cheques realization and bank transfers.
· Answer all customers queries related to payment and outstanding invoices.

· Interact with internal and external customers both face to face and via email/ telephone to answer queries and update the customer with details of their outstanding.
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(Titanium is a leading tinting window film company in Qatar.)

Division

Designation

Period

Finance

                   Accountant

June 2012 – May 2013
Accountant - Responsibilities

· Preparation of various accounting and management reports and preparation of monthly financial statements.

· Monitoring daily collections from the sales activities & accounts of the company towards update of stocks position weekly basis.

· Review and update the point of sales report daily.

· Calculate the commission of the agencies and payments of agent on weekly basis.

· Maintain the record of all branch revenues, expenses, invoices, bank reconciliation, petty cash, fixed assets maintenance and other accounting documents.

· Every week visit the branches to make reconciliation the sales report.

· Prepare the payroll & Co salesman commission and submit to the concerned bank as per the instruction of the General Manager.

· Preparation of employee payroll related claims, deductions, Calculation of commissions and overtimes.

· Coordinate with management in procurement of materials from various countries & also of procurement prices.

· Coordinate from clearance logistics companies.

· Reconciliation of accounts of the various suppliers & Plan repayment schedules.

· Maintain and updates the tools distribution for all branches of companies division.

· Prepare & update the employee's vacation plan, settle individual accounts and organize for their trip.

· Maintain the total Sunshade, Waterflow & Titanium Auto Service companies' accounts separately.    

· Recommend, develop, maintain and supervise financial data bases, computer software systems and manual filing systems. 
· Accounting and maintenance for receivables and take necessary actions for the timely collection of receivables.  

· Work with external auditors during reviews and audits to ensure full cooperation from accounting staff and compliance with all qualified requests.

Reason for leaving the company: Willing to move another reputed company & Expecting a better remuneration package
03.   Diamond Plastic Co (Pvt) Ltd

(Diamond is A Leading Manufacturing Company in Sri Lanka.)

Division

Designation

Period

Finance

         Assistant Accountant

July 2010 – May 2012

Assistant Accountant - Responsibilities

· Preparation of various accounting and management reports and assisting general accountant in preparation of monthly financial statements.

· Prepare and review budget, revenue, expense, payroll entries, invoices, bank reconciliation, petty cash, fixed assets maintenance and other accounting documents.

· Recommend, develop, maintain and supervise financial data bases, computer software systems and manual filing systems. 
· Supervise the input and handling of financial data and reports for the company's automated financial systems.

· Accounting and maintenance for receivables and take necessary actions for the timely collection of receivables.  

· Preparation of employee payroll related claims, deductions, Calculation of commissions and overtimes.

· Monitoring of collections from the daily sales activities of the company.

· Work with internal and external auditors during reviews and audits to ensure full cooperation from accounting staff and compliance with all qualified requests.

Reason for leaving the company: Willing to move Qatar & Expecting a better remuneration package.
 04.     D Holding Construction Company

(D Holding  one of the best construction company in Sri Lanka)

Division

Designation

Period

Finance

                   Accountant

August 2009-July 2010

  Accountant - Responsibilities:

· Preparation review of monthly financial statement and monthly closing.
· Prepare and process, cheque requests, manual cheques and contract payments.

· Preparation of various cost accounting report.
· Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions. 

· Monitor Account Receivable, Accounts Payables.

· Monitor day to day patty cash activity and bank reconciliation statement.

· Ensure compliance with Management policies and procedures.

· Ensure compliance with statutory regulations, timely payment of statutory dues, filling of returns on time

· Interact with internal and external auditors in completing audits. 
Reason for left the company: I got an opportunity to work in a leading international Manufacturing company where I can increase my knowledge and skills in my accounting career path.

 05.      Peoples Bank  

 (Peoples bank is a leading banking sector in Sri Lanka)

Division

Designation

Period

Finance

Well Pass Student

February 2006 – July 2006

Well Pass Student – Responsibilities

· Maintain and record day to day transactions include accepting deposits, money transfers, processing loans, deposit withdrawals, etc.

· Accept cheques and cash for deposits and also check for accuracy of the deposit slip.

· Encourage opening new accounts & help people out with their problems regarding costumer’s accounts.

· Advice explains or promotes the services and products offered by the bank.

· Balance the cheques, cash and currencies in the money drawer by the end of each shift.

· Record and maintain all transactions completely and correctly to match the bank procedures.
Reason for left the company: I got an opportunity to enter the university.


	ACADEMIC AND PROFESSIONAL QUALIFICATIONS

	· BBA Finance (Special) Degree Program passed in Second Class Division conducted by South Eastern University of Sri Lanka (October 2010).

· Higher National Diploma in Accountancy (HNDA) conducted by Sri Lanka Institute of Advanced Technological Institute (SLIATE). (December 2009).

· CMA Reading at final stage Conducted by Instituted of Certified Management Accountants of Sri Lanka.




	LANGUAGE PROFICIENCY              

	· English    –  Fluency

· Arabic     –  Known Little

· Tamil      –  Native language

· Sinhala    –  Good


	LANGUAGE PROFICIENCY              

	· Fluent in MS Office (Word, Excel, Power point etc.)

· Fluent in Statistical software application (SPSS)

· Fluent in Focus 5.5, Oracle And Asoft enterprise suite
· Fluent in Sage line 50, Tally, Quick book, MYOB, Accpac and Peachtree

· Familiar in Internet &  e-mail



	PERSONAL PROFILE

	Date of Birth

–
11th January 1987

Age

–
27 years

Sex

–
Male

Marital Status

–
Married
Nationality

–
Sri Lankan Muslim
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