SHABU 

Location: Dubai || Email: shabu.147874@2freemail.com 

Objective 
	Seeking a challenging career in a progressive organization, where I can absorb my skills, abilities and aptitude in Accounting, for the organization’s growth, which in turn would sustain the uptrend in my career path.
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Experience Summary ( Eleven years )
	From
	To
	Company
	Location
	Role

	Dec 2016
	Till Date
	W.J. Towell L.L.C.
	U.A.E
	Chief Cashier

	Mar 2016
	Nov 2016
	W.J. Towell L.L.C.
	U.A.E
	Finance Executive.

	Feb 2015
	Feb 2016
	W.J. Towell L.L.C.
	U.A.E
	Sales Coordinator

	July 2011
	July 2014
	Brilliance College
	Kerala, India
	Accountant & Faculty

	Sep 2007
	Nov 2010
	Asianet Satellite Communication Ltd.
	Trivandram, India.
	Accountant

	Jun 2006
	Sep 2007
	Kerala Tourism Development Corporation 
	Kuttippuram, India
	Accounts Trainee

	May 2005
	May 2006
	JACOB & BALAKRISHNAN CHARTERED ACCOUNTANTS
	Mannarkad, India
	Accounts Assistant


Education

	Education
	School/University
	Year

	Post Graduation Diploma in Taxation
	Center for Taxation Studies 
	2008

	Bachelor Of Commerce(B.Com)
	University of Calicut,
	2005


Engagement Overview

· Chief Cashier/Finance Executive/Sales Coordinator in Enhance UAE, W.J.TOWEL & CO. L.L.C from 28th February 2015 to till date (2 years and 4 month). The company is one of the top FMCG Distribution Companies in UAE with many leading international brands and trademarks within its portfolio.
Key responsibilities: -

· Receiving of Cheques and Cash from Sales team on daily basis.
· Posting of RV’s (cash&cheques) received in oracle after depositing.

· Posting of RV’s received from Outstations (Abu Dhabi, Sharjah, Al ain, RAK & Fuj).

· Doing cash & cheque remittance for HHT receipts.
· Maintaining PDC register and updating.

· Scanning of cheques through Cheque Scanner and printing the reports to submit the “paid” cheques to bank via ‘empost’.

· Maintaining Cheque return file and circulating the updated on every week among the Sales Supervisors/managers.

· Depositing cash in SCDM.

· Maintaining Petty cash.

· Disbursement of Cash salary.

· Preparing Sales Collection Report on daily basis and circulating among top level managers.

· Manage customer or team member inquiries and complaints, promptly and completely.
· As a Finance Executive have handled both Accounts Receivable & Accounts Payable
· Preparation of Debit Note & Credit Note to various suppliers and Customers
· Posting of Journal & Ledger entries
· Managing whole company Vehicle (248 Vehicles): Maintenance and fuel Expenses payment on monthly and credit limit basis. Supplier follow up for SOA and INV copies. Sending Fuel and maintenance tracker summary to all the division. Preparing fuel card details, contacting customer consultant  of EPPCO & ADNOC.
· As a Sales coordinator, by supporting sales representatives and coordinating sales-related activities. 
· To contribute to achieving sales targets.
· To play an important part in maintaining good customer relationships by acting as an extension of the field sales force
· Preparing sales report on daily basis and circulating among to level managers and supervisors.
· Preparing the ageing report of salesmen.
· Calculating the commission of the salesmen on quarter basis.
· Preparing the FOC’s details on monthly basis to create credit note to salesmen.

· Accountant and Faculty, in BRILLIANCE COLLEGE from July 2011 to July 2014(3 years and 1 month). The College is the best coaching center for competitive examinations in Kerala. The exams conducted by Bank Examinations, Staff Selection Commission, Union Public Service Commission and  Kerala  Public Service Commission.
Key responsibilities:-

· Collecting and analyzing financial information for businesses and advising them on all financial decisions

· Preparing Statement of Final Accounts, Profit and Loss, Bank Reconciliation, Budgeting, Office Administrative Tasks, Policies & Procedure, Executive reporting.

· Accounts payable and receivable, Payroll, Reconciling billing vouchers, Travel accounting, and Customer service

· Main topics in simple arithmetic were Simplification, Square and Square roots.

· Percentage, Time & Speed, Time & Work, Ages, Average and Simple & Compound interest.

· Main topics in metal ability were Analogy, Series completion, Coding Decoding, Direction sense test.

· Puzzle test, Clock & Calendar, Number ranking test, Blood relationship, and Nonverbal etc.

· Accounts Assistant, in Asianet Satellite Communication Ltd from September 2007 to November 2010 (3 years and 2 months). Asianet Satellite Communications Ltd. is the largest media, web, and cable network services company in the state of Kerala, India and one of the largest such companies in the world



Key responsibilities:-

· (Preparing in Oracle) Profit and Loss, Bank Reconciliation, Policies & Procedure, Executive reporting, Budgeting, Office Administrative Tasks.
· Supervise Banking transactions – Daily fund management / utilization of funds / analyzing banking facilities and Repayment  of TR in time/Remittances to Bank

· Accounts trainee, in Kerala Tourism Development Corporation Ltd (A Gov. of Kerala Undertaking) from June 2006 to September 2007 (1 year and 3 months). The KTDC is     a public sector undertaking that conducts and regulates the tourism activities in the Indian state of Kerala. 

Key responsibilities:-

· Monthly VAT statement, Monthly income and Expenditure statement, Imp rest, Professional Communications, reconciling billing vouchers, Cost\Benefit Analysis and Budgeting.


· Accounts Assistant, in JACOB & BALAKRISHNAN CHARTERED ACCOUNTANTS from May 2005 to May 2006 (1 year and 1 month). They involve financial reporting, taxation, auditing, forensic accounting, corporate finance, business recovery and insolvency, or accounting systems and processes.
Key responsibilities:-

· Book keeping, Ledger preparation, to assist tax return submitting and Data entry process


Personal Details:

Date of Birth


: 29.05.1982
Gender

    

: Male

Marital Status           

: Married 
Nationality 

   
: Indian
Languages Known
    
: English, Hindi, Malayalam
