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OBJECTIVE


I am having a dynamic personality with good communication and Inter Personal skills, I am a self motivated person, quick learner and doer. I am confident in managing a team. I am looking to acquire a challenging and responsible position in Finance that has vision in a reputed organization that offers professional environment and good career growth.
EXPERIENCE IN UAE - 9 YEARS

Working as an Accounts & Administration Manager in Al Ansari Group in Contracting Division Since Nov-2013 till date
            ACCOUNTING

· Managing and directing activities to the accounts team to ensuring timely and accurate financial records in the ERP (Focus Reach)
· Monitoring of daily cash & bank movements (Petty Cash, LC, TR, PPC etc.)
· Maintain adequate documentation of accounting transactions, systems, internal controls and accounting methods.
· Ensure all month-end and year-end entries are complete and accurate.
· Accounts receivable management including preparation of credit notes and customer ledger analysis.
· Accounts payable management includes suppliers/subcontractors invoices approval for payment as per payment cycle and cash flow.
      REPORTING AND COMPLIANCE
· Provide management with financial and performance management reports on periodic basis as tool for decision making.
· Plan, manage, coordinate, and implement the month-end, quarterly and year-end closing processes and procedures.
· Coordinate, review and consolidate financial reports (Balance Sheet and P&L Statement), and ensure their timely delivery and availability to both internal and external users.
· Preparation of P&L statement, balance sheet, variance analysis with forecasts and formulate recommendations to the Finance Controller as necessary towards achievement of Company objectives.
· Liaise with external auditors for audit requirements until final report issuance to ensure timely delivery of audit reports.
      FINANCIAL PLANNING AND MANAGEMENT

· Cash flow management.

· Responsible for banking transactions and maintaining relation with banks and responsible for monitoring credit facility requirements. Prepare Letter of Credit and Trust Receipts application & Islamic banking.

· Seek and recommend potential opportunities for cost-savings and analyze variances from budget/plan for reporting to the Managing Director.

· Deciding on the long terms overdue outstanding for case filing or appropriate legal action.
· Monitor and interpreting cash flows and preparing project reports for new project financing 
· Provide ongoing oversight of all operations and participate in major operating decisions as deemed necessary.

· Develop external relationships with appropriate contacts, e.g. bankers, legal consultants, auditors, and statutory/government organizations as deemed necessary.

· Approach/Coordinates with new sources of financing for Company’s debt facilities as required.

      INTERNAL CONTROL

· Propose and implement improvements in accounting and reporting systems along with internal controls to ensure compliance to quality and control requirement.

· Assist with on-going compliance efforts as maybe required.

·  Ensure necessary internal accounting controls and procedures are in place to safeguard the assets of the Company.
   ADMINISTRATION
· Responsible to Implementation of new ERP software in the Company
· Managing the camp boss for all administration activities 
· Handling all insurance related decisions and processing all government related renewals 
Worked as an Assistant Finance Manager in a Asnani Steel Industries LLC from Dec-2012 to Nov-2013.
(A leading manufacturing company for steel pipes, tubes and sheets is based in RAK since 1997, with an total turnover of around 100 Millions)  

           ACCOUNTING

· Ensure timely and accurate financial accounting by directing activities for timely and accurate recording of transactions in the ERP (Tally 9)

· Maintain adequate documentation of accounting transactions, systems, internal controls and accounting methods.
· Prepare and review account analyses and reconciliations.
· Ensure all month-end and year-end entries are complete and accurate.
· Booking of Import purchases, expenses, receipts, payments, receivable and inventory.
· Accounts receivable management including preparation of credit notes, and customer ledger analysis.
· Accounts payable management including suppliers invoices verification and payment voucher processing and vendor ledger analysis.
· Payroll processing, reviewing of salary deductions, leave settlements, final settlements of staffs, WPS wages and Salary.
· General administrative / office management and supervision.
      REPORTING AND COMPLIANCE
· Provide management with financial and performance management reports on periodic basis as tool for decision making.
· Plan, manage, coordinate, and implement the month-end, quarterly and year-end closing processes and procedures.
· Coordinate, review and consolidate financial reports (Balance Sheet and P&L Statement), and ensure their timely delivery and availability to both internal and external users.
· Analysis of P&L statement, balance sheet and formulate recommendations to the Managing Director as necessary towards achievement of Company objectives.
· Liaise with external auditors and ensure timely delivery of audit requirements.
      FINANCIAL PLANNING AND MANAGEMENT

· Cash flow management.
· Responsible over banking transactions and preparation of bank reconciliation.
· Maintains relationship with banks and responsible for monitoring credit facility requirements. Prepare Letter of Credit and Trust Receipts application & Islamic banking.
·  Seek and recommend potential opportunities for cost-savings and analyze variances from budget/plan for reporting to the Managing Director.
· Deciding on the long terms overdue outstanding for case filing or appropriate legal action.
· Monitor and interpret cash flows and prepares projection.
· Provide ongoing oversight of all operations and participate in major operating decisions as deemed necessary.
· Develop external relationships with appropriate contacts, e.g. bankers, legal consultants, auditors, and statutory/government organizations as deemed necessary.

· Approach/Coordinates with new sources of financing for Company’s debt facilities as required.
      INTERNAL CONTROL
· Propose and implement improvements in accounting and reporting systems along with internal controls to ensure compliance to quality and control requirement.
· Assist with on-going compliance efforts as maybe required.
·  Ensure necessary internal accounting controls and procedures are in place to safeguard the assets of the Company.
Working as an Accounts & Administration Manager in Reliable Fabricators LLC 

(An Dubai based Steel Fabrication company), since 26th September, 2010 to 20th December 2012.

· Work Profile includes Finance controlling/budgeting, Managing the HR & Admin Team, Purchase & Stores. Planning, directing and managing the above departments: 
· Reconciliation of Customer accounts and review of aging to avoid overdue outstanding.
· Review accounting statements and book for ensuring efficient upkeep of financial records 
· Examine all financial records including payroll, accounting books and purchases.
· Detailed examine of all supplier payments
· Checking of all petty cash payments with proper supporting
· Checking and applying of Import & Export LC, TR and Performance & Advance Payment Guarantees, Fixed Assets Procurement etc
· Reviewing of salary deduction, leave settlements, final settlements of staffs, WPS wages and Salary 
· Comparing and checking of monthly utility bills and payments 
· Reconciling customer account every month end and sending statements of accounts on regular basis.
· Resolving problems with customers SOA, regular review of customer aging to ovoid overdue collection, following up on outstanding, collection of payments, sending reminders and keeping record of the communication with the customers
· Deciding on the long terms overdue outstanding for case filing or appropriate legal action.
· Reviewing the aging analysis of all companies and advice payment on maturity, make necessary payments to suppliers either on advances or for settlements of A/P, disbursement of all approved cheques to beneficiaries, also reconciliation of supplier statement. 
· Perform verification and reconciliation tasks for invoices, receipts and balances 
· Prepare and deliver management accounts reports and cash flow projections.
· Maintain regular communication with clients accounts departments while payment is outstanding to ensure that they have all required documents to process the invoices in a timely manner.
· Monitoring client payments and identify potential bad debts/Late payments in adv.
· Checking the books of Accounts, planning, cost and bank Rationalization
· Preparing balance sheet & profit and loss statement reports for the management
· Ensure accurate and appropriate recording and analysis of revenues and expenses
· Approving on quotes for the Purchase department, negotiating if required.
· Checking on the Inventory Control, stock room
· Financial audit preparation and coordination of the audit process
· Analysis of the Audits and Recommendations
· Preparation of Various MIS reports for the MD
· Final Accounts – Monthly (In House) / Annually.
· Regular cost control of various projects
· Budgetary control and Procedures Implementation
· Implementation of proper systems and procedures for all finance & HR admin works, implemented RBS ERP system, preparing new forms, revised company policy.
· HR Related work are co-ordination & follow up with the Team & PRO 
· Interacting with staff in weekly meetings and regular basis

· Provide innovative ideas and execute them as a key member of the development team driving the success of this organization

· Reporting directly to the Managing Director, and acting as key personnel in implementing ISO 9001 in this organization.

04/Apr/2006 to 25/Sept/2010

         Worked as a Finance and HR Executive in M/s. Bhovan Industries FZC.
      In a Free zone based company in Hamriyah Free Zone - Sharjah, UAE
Manufacturers of wooden & steel prefabricated houses, turnkey projects for oil field and Rig camps, steel containers and container conversion, fabrication of steel structures, with Client network all over UAE, Sultanate of Oman, Qatar, Bahrain and South Africa.
Job Profile:

· Fully responsible for companies financial transaction and handling all company banking issues. Like arranging for bank securities, overdraft facility and Loans for companies smooth functioning.

· Verifying all quoted estimations before accepting the client Local Purchase Order and approving all sales invoices before submitting to the client.

· Approving all LPO’s before material procurement on behalf of finance department. 

· Monitoring of receivables and payables, regular analysis and review of balances and ensure correct funds allocation to suppliers.
· Finalization of monthly/yearly accounts, submitting reports to Finance Director and Managing Director.

· Reviewing petty cash expenses and approving for payment.

· Verification of Payment vouchers and approving for payments.
· Checking payroll and approving for disbursement of salaries and wages. 
· Opening of LC’s for material import shipments and export LC’s documentation
· Monitoring of jobs in hand till completion stage in order to prepare client delivery orders and clients invoice.
· Preparation of Cash Flow statements on daily/weekly/monthly basis.
· Monitoring Stores/Inventory department from time to time.
· Having handful of experience in import and Export documentation as pre Hamriyah Custom rules. 
· Responsible for HR related issues and authorized signatory of the company for Hamriyah Free Zone operations.
· Following up with the HR officer for new visa applications, visa renewals, cancellation, plots and accommodation leasing in Hamriyah Free Zone  

· Renewing of companies trade license, chamber of commerce license and all insurance policies.
EXPERIENCE (INDIA) - 5 YEARS

M/s. Ohm Engineers & Electricals Private Ltd, Khandepar, Ponda, Goa- Feb 2005 – March 2006  
Electrical Contractor for Sub Stations. Accounts Assistant
M/s. Suhas Desai & Company, Ponda, Goa- Feb 2003 – Feb 2004

Chartered Accountant Accounts-cum-Audit Assistant
M/s. Sanjay S Singbal & Associates, Ponda, Goa - Jul 2001 – Feb 2003 

Chartered Accountant. Accounts-cum-Audit Assistant
ACADEMIC PROFILE


· Chartered Institute of Management Accountant (CIMA) – UK (Pursuing) 

· C. A – INTER (Pursuing) Institute of Chartered Accountants of India, New Delhi.
· MBA IN FINANCE Institute of Modern Technology, Sharjah UAE (Nov 2011)
· BACHELOR OF COMMERCE DEGREE Goa University, Goa, India (March 2001)
· ADVANCED DIPLOMA IN COMPUTER SCIENCE
Working Knowledge of: Windows XP/Vista/Windows 7, MS-Office XP, Tally7.2 & 9.1Multi user version, ERP RBS 2.1, ERP Focus, ERP E Promise. 
PERSONAL DETAILS


	Date of Birth 
	:
	September 19, 1981

	Nationality
	:
	Indian - Goa

	Driving License ( UAE) 
	:
	Light Vehicle 

	Languages Known
	:
	English, Hindi, Konkani & Marathi 


Page 2 of 4

