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	Profile
	Senior Accountant/ Accountant   with over eleven  years of proven work experienced in Financial and Management Accounts, Office Administration , Customer Service and Auditing Works


	
	A dedicated team player, who can bring to your business: additional professionalism, passion, productive ideas, enthusiasm and practical work experience. Also a trustworthy colleague capable of dealing with constant challenges and leading change.


	ACADEMIC CREDENTIALS
	


	Master of Business Administration ( M.B.A –Finance Pursuing )

	

	Master of Commerce ( M.com), 
	2003-2005

	
	

	Post Graduate Diploma In Computer Application, (P.G.D.C,A) 
	2000-2001

	
	

	Bachelor of Commerce (B.Com), University of Calicut, India. UAE Attested
	1996-1999

	
	

	
	

	Technical  Skills
	


· Peachtree, Tally.ERP 9, Facts. ERP and  Oracle.ERP                                                                                            
· Post Graduate Diploma In Taxation),    (P.G.D.I.T)                                                2006
	Other Skills
	


· Managing & Administrative Skills

· Cost & Management  technique Skills

· Finalization and Auditing  Skills
· Excellent Communication Skills
· Excellent IT Skills
· ERP Accounting Skills
	Work Experiences:
	


	1. Chief Accountant/Accountant                                                         2006  > 2011


	Group Of Companies, Dubai, [FMCG ],
             (Exports & imports,Trading,&Logistics)
 M/S    Elysees  Beaute  General  Trading  LLC ,Dubai                                               2012>  2013
M/S    Nathan  & Co., Chartered Accountants , Kerala , India       2002> 2006
                                                      RESPONSIBILITIES

ACCOUNTS RECEIVABLE
· Maintaining Billing Transactions and Validation of Bills
· Maintaining Consignment Accounts and Reports
· Billing Coordination Works
· Customer Follow up and Recovery  steps on Dues Customers
· Preparing  S.O.A  to customers on the basis of their credit period
· Checking and Reconciliation of Customer Account
· Correspondence for Complaints 
ACCOUNTS PAYABLE
· Booking Vendors Invoices 

· Reconciliation of Vendors ledger for Payment
·  Settlement to Vendors on  Credit period

· Preparation of  T.R , L.C , T.T and P.DC  to  Vendors for Settlement
GENERAL LEDGER
· Preparing General Ledger also
INVENTORY

· Checking Delivery order and Goods receipt Voucher
· Recording and checking  Goods inward and Outward

· Checking Physical Stock (Manual stock) with System Stock
 BANK

· Bank Follow up and  Arranging Fund for Clearing Cheques
· Bank Reconciliation

PAYROLL

· Keeping all labors Records
· Informing labors to their Expiry of  labor Documents
· Calculating Gratuity, Leave Salary and Yearly Ticket
· Calculating and Preparing Payroll Sheet and linking WPS to bank Format

MANAGEMENT REPORTS

· Preparing Cash Flow Reports to management  for identifying cash moving
· Preparing Accounting ratio to management  for taking proper business decision like Sound or not , maximum resource utilization of business
· Preparing Budget and Budgeting Control
· Cost ascertain  and  Cost Control works
· Finalization works  and Internal Auditing  at every Financial year
LOGISTICS

· Collecting Imports Documents [Original B.L ,Invoices and Packing list, Pytho and Certificate of Origin
· Taking Dubai Food Import Request from DM
· Taking Delivery Order, DPA, Custom duty 

· Follow up Transportation from port  

	

	Languages
	


English, Hindi, Arabic & Malayalam

	Personal Details
	


Gender

: Male

Date of Birth   
: 15 th May 1977
Nationality
              : Indian

Marital Status 
: Married [ 2 Daughters]
Religion

: Islam

Visa Status
              : Visiting Visa, 
Hobbies                         : Computers, Internet, Reading & Social Interaction
Availability

: Immediately
Join
	Reference
	


Available upon request with supporting documents
