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CURRICULUM VITAE
JOB TITLE: FINANCE / ACCOUNTS MANAGER
OBJECTIVE 

I am lively, dedicated and confident with excellence and communicative skills. I have a broad outlook and I have experienced in interacting with people of various nationalities.

PERSONAL DETAILS: 


Date of Birth

:
07/04/1984


Marital Status

:
Married


Nationality

:
Indian 


Language Known
:
English, Hindi, Urdu & Arabic 


Visa Status

:
Employment (Transferable) with NOC
Driving License
: 
Holder of a Valid UAE Driving License



Joining Availability 
 :
within 10 days (Immediately) 
Summary of Experience:
I have 07 years experience of Finance & Business, Accounting and Administrative work, by the different companies. In the UAE 05 years and from India 02 years experience. 

Experience: Finance & Accounts Manager: (03 y.), - Accountant: (03 y.), – Admin. Executive: (01 y.).
· PROFFESIONAL EXPERIENCE: (WORK HISTORY):
· FINANCE & ACCOUNTS MANAGER
· ABU DHABI (UAE). (FEB. 2010 - PRESENT)

(CONSTRUCTION EQUIPMENTS & AUTOMOBILE CO.)
Responsibilities:-
· Budgeting, Recording, Reporting, Supervising, Forecasting.
· All e-mail correspondence & MIS report. Excellent leadership & communication skills.
· Ability to work on own initiative, priorities work, handle pressure and take day-to-day decisions on the running of the organization with bank & handling receivables, payables, cash flow, bank guarantees / LC. 

· Responsibility of delivery of the business plan, and handling balance sheet, Profit & Loss a/c. 
· Prepare and draft the organization’s annual report. Entrepreneurial, project & Sales / Marketing management.  
· Overview of policies and procedures, employment, volunteer and internship agreements.
· Ability to develop, monitor and maintain management information systems accounts and procedures.
· Experience of financial responsibility for a budget, including experience of end of year accounts and external liaison with auditors. Knowledge of the Govt. rule to business develops process. 
· Complete the Control Account scope of work within the schedule period authorized.
· Sr. ACCOUNTANT 
· ARABIAN ENGINEER TRADING CO., ABU DHABI (Br.)  1 year  (Feb. 2009- Jan. 2010)
 
(CONSTRUCTION EQUIPMENTS & AUTOMOBILE CO.)
(I’ve Got Promotion in the Same Company from the Post of Sr. Accountant to Finance & Accounts Manager in Jan. 2010)
Responsibilities:-

· Prepare profit & loss statement and monthly closing and cost accounting report.
· Analyze financial information to prepare entries to accounts, such as general ledger accounts. 
· Prepare & review budget, revenue, expense, payroll entries, invoices and other accounting documents.
· Negotiate with banks for facilities & bank reconciliation and revise profit & loss a/c & balance sheet.
· Explain billing invoices and accounting policies to staff, vendor, clients and L/C & T/T
· Employee’s payroll management and distribution of salary and wages (WPS).
· Evaluate inventory at all times and control inventory movements, bank reconciliation & credit control.
· Supervise the input and handling of financial data and report for the company’s automated f. system.
· Preparation of Income statement and Balance Sheet.

· ADMIN. EXACUTIVE  - : (March 2008 – Jan. 2009)
· AL-FUTTAIM ELECTRONICS COMPANY L.L.C. Dubai, UAE.
Responsibilities:-

· Managed official correspondence of company (both local and international). 
· Managed import records and correspondence with clearing agent. 
· Responsible for management of company vehicles insurance, registration and tax records.
· Responsible for maintaining inventory and consignment lists and passing relevant information to sales staff. 

· Responsible for maintenance of client records and details. 
· Responsible for dealing with legal representative regarding client visas and status. 
· Responsible for keeping contact with various companies for placement of clients. 

· Responsible for all company documents.

· Supervised and managed employee records and attendance.
· Responsible for supervision of employee’s documentation and paperwork with regards to Labor and Immigration Departments.
· FRONT OFFICE MANAGER CUM ACCOUNTANT - : (Jan. 2006 – Jan. 2008) 

· GTC UDYAM PVT. LTD. (GTC RESIDENCY 4 STAR HOTEL), New Delhi, India.
Responsibilities:-
· Verifies constantly that the physical product in all aspects is consistent with the hotel standards.
· Constantly strive to please all guests that may come into contact with them.

· Work directly with the Corporate Department Heads, Hotel General Managers and Operations Management.
· Monitoring and maintenance of recording and reporting fixed assets and related depreciation.
· Familiarization with Management, and Loan Agreements.
· Participate in the annual budgeting process.
· Review peer hotel month end packages, including bank reconciliations and various other analysis hotel portfolios. & Research and resolve technical accounting and system issues.
· Assist in training of new department members and hotel accountants.
· Analyze revenue and expenditure trends and ensure expenditure control. 
· Managed accounts payable and accounts receivable.

· Assist in the preparation of the Annual Operation Budget which will form part of the Business Plan.
Core competence: (applied in almost all the companies where I have worked)  
· Managerial & supervisory skills.
· Bank Documents (L/C, TT, GSP), Release of exchange Control Copy from Bank.  
· Good Command & knowledge of Import & export Documents. 

· Responsible for day-to-day dealing, price negotiation, and finalization of contracts with suppliers.  
· Responsible for negotiation and renewal of maintenance contracts at best possible rates. 
· HR related issues and pay role. Office administration and dealing with people including employees.
· Strong English skills (both verbal and written) and can write good business letters/correspondence in English language.  Managed visitors and foreign delegations protocol and support services.  
· Strong interpersonal skills and very strong team player generating efficiency and positive results for the Company. Managed visitors and foreign delegations protocol and support services.  
· Software Skills - All Windows OS, MS Word, MS Excel, MS Outlook, PowerPoint.  Can create impressive Power Point presentations for the management. 
EXTRA ACHIEVEMENTS 
· I’ve got promotion from the post of “Sr. Accountant” to “Finance & Accounts Manager” in Jan. 2010, in the same co. “Arabian Engineer Trading Co.”, (Abu Dhabi).
· I have qualified of Accounting, by C.A. in 2005.
SUMMARY OF QUALIFICATION:


· M.Com (Master of Commerce) from ‘Mahatma Gandhi University’, with 2nd Div. (India).

· B.Com (Bachelor of Commerce) from ‘Mahatma Gandhi University’, with 2nd Div. (India).
· Intermediate from “UP Board Allahabad” (India).
TECHNICAL QUALIFICATION & ACCOUNTS PACKAGES 

· Diploma in Computer Application from “Satyam Alliance Computer Educational Society” (Recognized by the Government of India). DOS, Windows, MS Office, MS Excel, Power Point, Internet and E-mail with Tally.
Accounts Packages: (A) Tally, (B) Peachtree, (C) QuickBooks, (D) Blue Chip (New Fact) Business Software, & (E) ERP Accounting System.
SKILLS: 
Good computer proficiency and excellent interpersonal communication & leadership skills. And 
well-versed in MS office & accounting software. 
PERSONAL ATTRIBUTES

I hereby solemnly declare that the information provided in the resume is true and correct to the best of my knowledge and belief.  

