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Seeking middle-level  managerial assignments in Cost & Finance/Administration with a growth oriented organisation. 
Professional Synopsis
· A dynamic professional with 14+ years of rich experience in General Administration, Accounts & Finance, Secretarial Functions and Coordination.

· Presently working as Corporate Finance Manger/Consultant with International Institute of Management and Technology, Dubai, UAE
· Proficient in managing the preparation and maintenance of statutory books of accounts with extensive knowledge in handling administrative matters.
· Deft at handling day to day administrative functions through effective liaison and coordination with internal / external departments for smooth operations. 

· Functional skills include:



- Conducting Meeting 

- General Administration

- Back Office Operations



- Accounts & Book Keeping
- Documentation / Reporting

- Liaison / Coordination

· An effective communicator with excellent relationship building & interpersonal skills; strong analytical, problem solving & organizational abilities. 
Core Competencies 
Cost Accounting Function

        ▪          Using Job Order costing- Each job is treated separately for costing purpose- Cost centres are created 

                    site-wise $ job-wise- Cost classification- Allocation and apportionment

        ▪          Revenue-cost trade-off to ascertain profitability of each cost centre.

        ▪         Analysis of VARIANCES from the standard and REPORTING to Management for decision-making

        ▪         Preparation of budgets for each job preliminary to all further works 

Accounting Functions
· Ensuring timely preparation & maintenance of statutory books of accounts and reconciliation of financial statements in compliance with the norms.

· Reviewing the financial position of the company through annual reports while ensuring the expenditure on a monthly basis to control expenses.
· Ensuring that Planning & Designing, Procurement Department and Supply Chain Management Team work in liaison so that the right quantity of material, components, sub-assemblies etc are ordered, procured and warehoused so that Suppliers are not denied payment for no fault of theirs

· Ensuring effective Working Capital Management by ensuring, besides other measures, optimum use of funds including inventory.
· Effective Account Receivables management  by keeping track of collections and timely negotiation with debtors to settle their dues on time, besides reducing Debtor T O
· Negotiation with Creditor for effective A/c Payable management  so that the organisation is able to meet its WC requirement
· Complete Supervision of The Accounts and Finance Department , thereby ensuring that the Finance & Accounting Functions of the Organisation is functioning uninterruptedly and up to the Top Managements’ target

· Reconciliation of  Bank Transaction  

· Reconciliation of  physical stock of each item of inventory with Account Stock and accounting for the same on a continuous basis

· Preparation and monitoring  of monthly budgets for different departments/operations 

· Keeping track of pending Suspense Ledger of various departments/operations
· Payroll management including  payroll register, attendance register/ledger, payslip, monthly reports ( in Tally)
· Management of VAT and preparation of Return

· Managing TDS and preparation of periodical TDS Return with Govt

· Management and preparation of reports relating to Employees Provident Fund, Employees State Insurance, Deposit Linked Insurance and filing monthly and annual PF, DLI , ESI Returns
· Service Tax Management in Tally and filing Return 
· Central Sales Tax Management 
· Fringe Benefit Tax Management
· Monitoring the preparation and maintenance of P&L Account and Balance Sheet.
· 100% Work exposure in Tally-ERP environment

General Administration / Back Office Operations

· Handling overall office administration functions entailing communication instruments, procurement of office material and stationery.

· Preparing and maintaining relevant documents such as letters, notices and reports. 

· Scheduling of appointments for seniors and organising travel / accommodation / conference / presentation / event, etc. 

· Maintaining documentation with respect to various activities such as commercial, excise, production, purchase, legal matters, etc. 
· Managing internet, e-mail and fax related operations.

Secretarial Functions 
· Ensuring high level administrative & secretarial support involving efficient handling of top & confidential correspondence, attending phone calls, transcribing and tracking reports.

· Conducting general / board meetings involving issuance of notices, drafting agenda, recording minutes and preparing annual reports. 
· Maintaining staff leave record, time keeping register as per the norms.

· Liaising with local authorities for ensuring seamless business operations.

Organisational Experience
Since Nov’97 with Science & Technology, Kochi, Kerala, India
Growth Path
Nov’97 – Sept’07
-
As Administrative Assistant 
 Sept’07
- Dec’08-
As Section Officer (Gazetted rank in Govt. of India protocol)
May’09-Oct ’09

Chief Accounts Officer (Nour India Engineers P Ltd, Chennai, India)

Oct’09- 14 Oct 11
As Section Officer (Gazetted rank in Govt. of India protocol)



Cost & Management Accountant (Ajeesh & Associates, Kalamassery)

15/10/11- till date           Corporate Finance Manger/Consultant, International Ins of 



management & 
Technology, Dubai, UAE
Key Deliverables
As Cost and Management Accountant

.
 Conducting Internal audit of Kerala State Horticultural Products Development Corporation

.
outsourcing of Accounts work of number of business undertakings, payroll managements, filing of


 annual return with Income Tax department, Central Excise Department and other statutory 


authorities.
.
 Faculty in Direct Taxation & Indirect Taxation and Capital Market Analysis in the Cochin 


Chapter of ICWAI.  Also faculty in Direct Taxation in the Cochin chapter of the ICSI.
.
As consultant to Government of Kerala in introducing Double Entry Accrual Based System of 


Accounting in the local self-government Municipalities.

.
Corporate Trainer for for officers working in varios posisions in Finance and Accounting, across the 


World
.
Adept in documentation of Letter of Credit
As Chief Accounts Officer

▪      Managing a team of 7 Accounts personnel, each managing different accounting functions

▪      Brought all the team under one administrator so that tight security/ safety control on accounting entries

       Ensured

▪      Was able to settle all issues with suppliers who were denied payment because of the fault of the different 

       functional team in the organisation

▪     Sorted out discrepancies found in physical stock of more than 100 different materials with automated 

      inventory system stock

▪     Designed Guidelines for the different functional departments of the organisation whereby issues relating to 

      overstocking, unnecessary hold-up of working capital in inventory, physical shortage of material, denial of 

      payment to vendors etc will be avoided and thereby the organisation’s credentials will not be tarnished
▪     Was able to book inefficient hands in the department and able to replace them with talented personnel

▪     Introduced a system whereby the vouchers and documents like Purchase Order, Delivery Challan, Material Receipt 

      Vouchers, Invoice, Bills etc are kept in file in a systematic manner so that whenever the Top Management or Auditors 

       require them, it will be easily traceable and available for a definite period of time and the concerned person was fixed 

       responsibility

▪     Automated Payroll Management which was so far done manually, so that the employees will be issued Pay-slips, the 

       bankers will issued Payment Advice/ Bank Transfer so that accuracy and avoidance of manipulation is ensured

▪     Making summary reports on all exceptional financial matters to Management for Decision-making especially on 

       financial line

▪      Manage Cost centre/profit centre and ensuring expenses/cost incurred for each cost centre is correctly 

       allocated/classified and Revenues are correctly accounted for, for making Profit Reports

●    Prepared a Restructuring Report based upon thorough study, which would help the firm tide over its financial 

       problem, if properly implemented.

As Section Officer (Finance and Administration)
· Responsible for overall supervision of the department / division and ensuring that all matters are disposed off in a time-bound manner.

· Selecting the students for various courses and recording / reporting details of the students admitted.
· Accountable for book keeping and maintaining records for all the financial matters.
· Rendering project assistance to various funding agencies such as UGC, DAE, etc.
· Handling the reconciliation of institutional and banking transactions.
· Managing various functions related to the treasury transactions.
· Ensuring timely report generation for decision making and other organisational requirements.
· Supervising all the maintenance related activities across the organization.
· Administering the database, updating the same periodically and generating periodical reports.
Notable Achievements

· All operational matters/subjects computerized so that it became easier to track back records/smoothen out work
· Complete accounting /finance functions automated
· Was complete in charge of the financial matters of the project funded by General Motors- India Science Lab to the tune of 25 lakhs
· Acclaimed as competent to handle similar functional managerial positions in Finance/accounts
As Administrative Assistant 
· Accountable for handling daily office operations and calendar tasks assigned by the employer. 

· Handling overall administration of the organisation, regardless of its nature and size.

Notable Achievements

· Successfully introduced a system whereby the fund released by Govt. could be actually disbursed to the appropriate people.

· Conceptualised and implemented the operational procedures for various transactions of the organization. 

· Could do audit trial of the hitherto messed-up account of fund to the tune of 25 lakhs released by Govt. Of Kerala for SC/ST welfare  by making complete and systematic record of the Receipts/Payments details in computer
· Systematization/computerisation of the Organisational accounts/payroll functions
· Was in charge of the whole financial matters including finalisation of accounts etc of the Department Research Support Programme funded by University Grants Commission to the Department of Hindi
· Won the Second Best prize for Seminar presentation on ‘NEW TRENDS IN TRANSPARENCY OF REPORTING’ at the National level Students’ Convention held in Chennai during 2004
· Also won the second best prize for seminar Presentation on MERGERS AND ACQUISITION held at the National Students  Convention held in Cochin during 2006 under the auspices of the ICWAI
06/93 – 11/97 with A Computer Institute (Institute of Management studies), Thiruvananthapuram as Head of Computer Training Division
Key Deliverables

· Designing and setting up the Computer Training Division for a premier job-oriented training institute in Thiruvananthapuram.

· Managing the school-going and college-going students with key focus on their overall development, both intellectual and personal.

Notable Achievements

· Installed Computer Training division  from scratch 
· Prepared Course Material, course curriculum that within a period of 6 months a full-fledged division with more 50 students and 5+ faculties joined in a  team
· Was in Overall Charge of the Computer Training Division
Professional Certifications
· Associate Member of the Institute of Cost Accountants of India (ICAI). Membership Number- M/27910.
· Completed the Executive Programme of the Institute of Company Secretaries of India (ICSI)
· Eligible CMA (USA) member (‘Certified’ membership awaiting)
· Doing Strategic level CIMA, U K 
Qualifications

1993

Course on Data Preparation & Computer Software from NCVT, Government of India.


1991

Bachelors Degree in Science (B.Sc.) – Chemistry from M.G. University, Kottayam, Kerala.
Personal Details
· Date of Birth
:
07 / 05 / 69
.
Nationality

:
Indian

· Marital Status
:
Married
· Languages Known
:
English/Malayalam
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