	Vijay 
Accounts, Finance, Administration, Banking


	PROFILE SYNOPSIS

	Over 33 years of experience in the field of Accounts, Finance, Banking, and Administration
Accounts, Finance ,Administration & HR Management
Working as Accounts & Administration / Office Manager in UAE Since 2003
· Independent handling of entire Accounts including Project Estimations, Profit / Loss, Balance Sheet etc…
· Efficient and Competent Administrator, HR Management, Personnel Management – Onshore & Offshore Projects.

Banking

Worked over 18 years in Bank with major exposure in Foreign Exchange Operations. Also extremely well versed with entire Banking Operations viz: Retail Banking, Loans / Credits, Pay Rolls, Correspondence, Liaisons, Scrutiny, Back Office Work, Banking Reports / Statements, Report Analysis, Profit / Loss, Balance Sheet etc…


	EDUCATION - CERTIFICATIONS

	

	Certified Associate of Institute of Bankers 
	1989

	     CAIIB – I
	

	
	

	Bachelor of Commerce
	1984

	     B.Com
     Subjects: Accountancy, Audit and Business Management


	

	
	

	CAREER SNAPSHOT


	Accounts & Office Manager

Dubai (UAE) based IT Firm, Dubai UAE

(Company dealing in IT Products & Services)
Accounts & Administration Manager 
	Mar 2014-Till Date

Jan 2003-Feb 2014

	ETE LLC, Sharjah - UAE

(French Firm dealing in Oil & Gas)
	

	Banker
	Apr 1984-Dec 2002

	Punjab National Bank, Kandla Special Economic Zone, INDIA

	

	Job Profile
	

	     Foreign Exchange Operations
	1993-2002

	     Loans / Credit / Advances
	1990-1992

	     Retail Banking Operations
	1986-1989

	     Cash Management
	1984-1985


	PROVEN JOB ROLES

	Accounts

	Job Profile

	· Overseeing accounting operations of the organization independently.
· Responsible for finance functions, follow up with local and overseas clients.
· Costing for Quotations, Annual Maintenance Contracts and Products & Services
· Invoicing to Clients for material supplied / technical services offered / Project Consultancy & Management Fees / Recruitment Consultancy & Services fees etc…
· Invoicing to Clients for the services of Personnel Hired, as per their Timesheets / agreed terms
· Processing payments to vendors and scheduling invoices for payment within a given framework of prescribed due dates
· Processing Salary Payments of Payroll Employees & Hired Personnel
· Preparing and maintaining customers/suppliers ageing accounts.
· Following up on payments from debtors to ensure collection within credit terms.
· Verifying all invoice entries and facilitating payments on due dates.
· Handling payment allocations and releasing of payments to all local and overseas agents.
· Maximizing discounts and minimizing interest charges.
· Verifying the creditworthiness of the Customers
· Verifying and validating that all required documents are accurate and in proper order.
· Verifying that budgeted funds are available for payments.
· Generating MIS Reports to facilitate decision-making.
· Liaising with banks for credit facilities.
· Handling correspondence independently.
· Preparing Bank Reconciliation Statements.
· Cash Flow Forecasts.
· Budget Control.

· Investments Cost Control.

· Preparation of Profit / Loss Statement
· Preparation of Balance Sheet

· Participating in completion of Annual year-end audit.


	Administration

	General / Commercial / Office Administration and Management

	Job Profile

	· Commercial & Contractual negotiations
· Liaison with clients for review and interpretation of contractual clarifications
· Prepare and Manage the renewals of Annual Contracts
· Preparation, Submission & Negotiations of Contractual Claims to Clients
· Organization / Follow up of Customers / Prospective Customers
· Organization and Quality follow up of Client relationships
· Follow up / Actions and Reporting for Meetings & Contacts
· Follow up & Control of estimated / carried out tasks
· Relations with External Consultants such as Insurer, Training, Auditors, Lawyer, Embassies, Ministries…
· Formulate strategies of Communications / Means / Media
· Complete Document Control
· Financial relation with Banks & Credit Institutions
· Follow up of delayed Timesheets / Mission Reports / Mission Orders of Personnel
· Preparation of Management Reports
· Scheduling of Job Work to Staff and effective coordination for job execution


	HR Management

	Office & Staff Management

	Job Profile

	· Record and manage due dates of Visas / Passports / Labour Cards / Health Cards / Trade License / Tenancy Contract etc… 

· Renew all Visas / Labor Cards / Health Cards / Emirates ID / Trade Licenses / Tenancy Contracts etc. in time
· Arranging Employment visas for new employees
· Maintain personal files by updating all relevant records
· Schedule the annual leave plans of staff effectively without hampering the day today activities of the Company
· Follow up with Company PRO for govt. related works and staff, as and when required


	

	Recruitment Coordination

	Job Profile

	· Organization & Management of Personnel for Offshore & Onshore Projects for Clients
· Finalizing the Contracts of Personnel
· Participate in the recruitment process of Personnel (Research through external & internal database, and recruitment agencies, first contact…)
· Source, Assist and Identify candidates from Internal Database, External Positions, Job Boards, Job Postings, Web Database, Networking Sites, Referrals, etc…

· Developing, Managing and Expanding relationships with existing candidates

· Managing day-to-day relationships with Clients, Recruitment Agencies and Third Parties



	Database Management

	Job Profile

	· Develop / Manage Database of Personnel
· List / Manage Availability of Personnel

· List / Manage entire contacts of Personnel viz: Tel, Mobile, Fax, Email, Contact Address etc…
· Maintain Database of Personnel for Categories, Position Held, and Specialties etc…
· CV database follow-up.
· Regular updating of CV database for Personnel and update their situation regularly
· Managing complete records of Personnel / Prospective Personnel for their past & present Daily Rates, Present & Future Availability, Contract Durations, past & present Mobilization & Demobilization details, their Job interests, Location preferences etc…


	BANKING

	Foreign Exchange Operations

	Job Profile

	· Independent Opening & Scrutiny of Letter of Credits
· Authenticated Operations on SWIFT System
· Processing of Import and Export Documents
· Liaison with Foreign Exchange Dealers for Exchange rates and reports
· Liaison with Central Bank for customer Support Banking Reports and Audit related matters
· Management of EXIM Finance
· Reconciliation of Nostro and Vostro Accounts
· Responsible for Inward and Outward remittance
· Preparation and Submission of Foreign Exchange Dealing Reports to Central Bank, Regional & Zonal Offices


	Loans and Advances [Credit Operations]

	Job Profile

	· Independent processing of Loans / Credit applications.
· Balance Sheet Analysis of Borrowers
· Profit & Loss Account analysis of Borrowers
· Fund Flow Management.
· Analyzing viability of units to Finance through site visits, accounts verifications and Market Research of their Products as well as creditability of Borrowers
· Project Finance
· Active participation in recovery of loans, compromise cases, filing of suits, Court matters, Liaison with lawyers and preparation of related reports to higher authorities.
· Identification and analysis of Viable Finance


	Retail Banking Operations

	Job Profile

	Responsible for Overall Operations of Banking Retail Products such as:

	· Savings, Current and Fixed Deposit Accounts
· Account Opening, Closing and Operations
· Introduction and Marketing of Investment Products such as Shares, Mutual Funds, IPO(s), Bonds etc…
· Introduction and Marketing of Banking Products innovated by Bank
· Responsible for achieving Deposit targets by coordinating with existing customers, identifying new potential customers whilst introduction and marketing of Banking products


	Responsible for Accounts Administration and Establishment:

	· Tally, Reconciliation and Checking of Current / Savings / Fixed Deposit Accounts
· Preparation of Staff Salaries / Payroll / Tax Calculations / Tax Returns…
· Independent preparation of Profit & Loss accounts
· Independent preparation of Balance Sheet
· Independent preparation of Branch/Office Profile
· Independent preparation of Branch/Office Budgeting


	Cash Management

	Job Profile

	Cashier / Teller-in-charge of the Branch Office

	· Cash Receipts & Payments
· Daily Cash Volume (Receipts and Payments) of Rupees 5 millions handled
· Cash Management - Maintenance of Liquidity Ratio of Branch
· Processing of transactions in Customer’s Accounts
· Verifying / Authenticating Account Holder’s Signatures
· Authenticating Payments
· Day-to-Day Teller Card reconciliation
· Bookkeeping / Maintenance of Teller Cards / Accounts
· Demand Drafts Signing Powers for Drafts drawn anywhere in India 


	MEMBERSHIPS

	

	· Life Member of Indian Institute of Bankers, Mumbai – INDIA


	IT PROFICIENCY

	

	· Accounting Softwares: Sage, Quick Books, Tally, Peachtree, or any other custom-made Software
· MS Office: Excel, Word, Access, PowerPoint

· Proficiency in Data Entry Operations with Speed and Accuracy


	

	Key Strengths

	

	· Self motivated, reliable, confident

· Good command over English Language

· Ability to work independently or in a team environment
· Ability to manage & accomplish the work efficiently with speed and accuracy
· Ability to make optimum use of available resources to achieve positive output


	PERSONAL DETAILS 

	

	Nationality
	:
	Indian

	Date of Birth
	: 
	21st February 1964

	Marital Status
	: 
	Married

	Languages
	:
	English

	Visa Status
	:
	UAE Employment Visa

	Driving License
	:
	Valid UAE Driving License

	Residence
	:
	Sharjah UAE

	Mobile
	:
	C/o 971504973598

	Email
	:
	Vijay.148972@2freemail.com 
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