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CAREER OBJECTIVE

To Find an Exciting and Challenging Career in a healthy environment where my Professional qualifications and Experience can be fully utilized and to provide an exposure to new ideas which stimulates Professional Growth and Achievements
PROFESSIONAL SKILLS

· Accounting Skills           Office Procedures         Communication Skills               

· Administrative Skills      Computer Skills            Computer Networks

· Leadership Ability         Customer service Skills

WORK EXPERIENCE IN U.A.E

General Trading (Dec 2011- On going)

Working as a Logistic - coordinator cum assistant accountant in SIT Distribution, the leading mobility distributor of IT, mobility products and accessories in the Middle East.

Job Profile

Logistics:
· Provide All round Accounting & Administrative Support for Logistics team
· Entry of GRN’s done in ERP system as per the supplier  invoice by verifying the warehouse remarks on receipt confirmation
· Communicating with sales team for the Purchase orders and the same are update with the sales orders in the system
· Following up with accounts department on the receipt of payment and invoicing the orders as per accounts approval
· Allocation of local deliveries and following up with 3rd party logistics services on export shipments
· Maintaining of delivery status of all the sales invoices and updating the sales team on the deliveries
· Following up closely with the transportation & freight forwarders till the delivery is completed
· Upon completion of delivery following up on POD’s and updating status of POD in the system
E-commerce
Due to the accuracy and hassle free reports I was Promoted to maintain the E-commerce transactions of a affiliated company called “Gridz Direct” & “ Loylogic – Etihad airmiles”
· E-commerce transactions were maintained in the provided ERP system
· Updating the relevant teams of E-commerce on Purchases and POD’s once delivery are completed

· Following up on the deliveries and Payment on regular basis

· Detailed report is sent to accounts and E-commerce team on daily basis updating on purchase and sales

Accounts:

· Maitined the cash flow for the branch office

· Analysis of credit card transactions

· Detailed report is sent to chief account on daily basis

· Following up with freight forwarders & courier companies on freight invoices

· Verifying the freight invoices on invoiced prices and updating with reference details as per our system

· Updating our system with all the data of freight invoices

· Confirming chief accounts on updation of system for all the freight and courier charges before the close of payment period
· Preparation of Accounts Payables and Accounts Receivables

· Maintaining General Ledgers, Cash accounts and Petty cash.
Gulf Gate Travels, Dubai (May 2008 – May 2011)
Gulf Gate Travels is a travel agency, dealing with inbound and outbound travel services. They deal mostly with corporate clients and walk in customers as well.

Job Profile

· Provide All round Accounting & Administrative Support

· Preparation of monthly Profit & Loss Account & Balance Sheet

· Preparation of Accounts Payables and Accounts Receivables

· Preparation of Bank Reconciliation Statements

· Maintaining General Ledgers, Cash accounts and Cheque Registers
· Flight Booking through Galileo & Sabre

· Hotel Reservations
· Maintaining General Ledgers, Cash accounts and Petty cash.
· Making financial JV report.
WORK EXPERIENCE IN INDIA 

Worked as an Account Assistant in Zodiac Clothing Co. Ltd, Bangalore, Karnataka, India.

Job Profile

· Responsibilities include scrutiny of Cash Books & Ledger Accounts

· Preparation of Trial Balance, Profit & Loss A/C and Balance Sheet

ACADEMIC QUALIFICATION

· Bachelor of Commerce [B Com] from University of Calicut, Govt. of Kerala, India.

COMPUTER SKILLS

· Microsoft Excel, Microsoft world 

· Windows 9x, XP

· Internet and its applications
· Tally, QuickBooks, Orion

LAGUAGES KNOWN: English, Hindi and Malayalam

PERSONAL STRENGTH

· Self Motivated

· Honest & Hard Working

· Ability to work under high pressure

· Enthusiastic and confident approach to new challenges
OTHER ACTIVITIES

· Music , swimming
PERSONAL DETAILS
Date of Birth                                    : 03 April 1982

Sex                                                  :  Male

Nationality                                       : Indian

VISA & PASSPORT DETAILS

Visa Status                                       : Employment 

