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CAREER OBJECTIVES & OVERVIEW:
To work in a professional and challenging environment where my knowledge, skills and talent is utilized effectively and professionally. Hard working and talented individual, with customer service experience. Eager to take up challenge and work my way up in an organization.
 PERSONAL ATTRIBUTES:
A self-starter with a drive to excel in the career path, proven to be a good team player with an amiable personality, inter-personal skill and excellent communication skills.
 PROFESSIONAL EXPERIENCE:
Previous Employer
: Reputed Firm, (Oman & Qatar )
Designation
: Accountant & General Support Officer
Duration of Employment
: From 01.04.2010 04.05.2014
Achievement
: Awarded Zurich Starz award for the “profitable growth” in
2012
in recognition of high commitment and dedication
through various challenging tasks.
Duties & Job Responsibilities:
· Credit Control function including collection of insurance premium from Insurance Companies, Brokers, Agents, Corporate Customers, Travel agents and Individuals and entering it in Sigorta and SAP systems after reconciling the accounts. 
· Timely deposit of Cash and Cheques in the Bank and cash control. 
· Preparation of Petty Cash vouchers and uploading to SAP system. 
· Entering of various Expense Invoices in SAP system after complying with Company procedures. 
· Preparation of monthly accruals and uploading to SAP system. 
· Payments to Medical providers, Surveyors and Customers. 
· Bank Reconciliation. 
· Inter Company Reconciliation. 
· Payments to Garages, after verifying their Statement after proper scrutiny as per Company Procedures. 
· Claim file verification by ensuring all the required documents are attached as per the company policies. 
· Dedicated and timely completion of all Audit Functions assigned to me at the time of year end Audit and giving full support to the Finance Manager to complete the Audit. 
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Previous Employer
: Reputed Firm, (S.A.L.) , UAE, prior to
acquisition by Zurich Insurance
Designation
: Accountant
Duration of Employment
: From 02.03.2009 to 31.03.2010
Duties & Job Responsibilities:
· Credit Control function including collection of insurance premium from Insurance Companies, Brokers, Agents, Corporate Customers and Individuals and entering the transactions in Sigorta system after reconciling the accounts. 
· Timely deposit of Cash and Cheques in the Bank and cash control. 
· Various facility management functions and assisting in all the administrative responsibilities. 
· Managing various Human Resources Department functions such as maintaining of all staff personal files properly documented, taking daily attendance, updating leave records etc. 
· Preparation of Monthly Income and Expenditure Statements and reporting to Head Office. 
· Preparation of Branch Employees Salary. 
· Bank Reconciliation. 
· Inter Branch Reconciliation. 
· Payments to Garages, after verifying their Statement after proper scrutiny as per Company Procedures. 
· Payments to Medical providers, Surveyors and Customers. 
· Preparation of Petty Cash vouchers and entering it in “Sigorta”. 
· Entering of various Expense Invoices in “Sigorta”, after complying with Company procedures. 
· Claim file verification by ensuring all the required documents are attached as per the company policies. 
· Year End procedures and complying with Audit Requirements. Dedicated and timely completion of all Audit Functions assigned to me and assisting the Finance Manager. 
Previous Employer
: Giant Stores Trading Company Limited, Saudi Arabia.
Duration of Employment
: From 28.10.2000 to 17.04.2008
Designation
: Accountant - worked in the Accounts Payable section
Duties & Job Responsibilities:
· Preparation of Payments to approximately 200 Suppliers including local suppliers and foreign suppliers. 
· Reconciliation of Statements of Accounts of Suppliers and making payments to suppliers as per company rules and regulations. 
· Preparation of Salary in the “Briton” Program and all  salary related works in 
Oracle Payables Module. 
· Verification of Invoices according to Company policies and procedures. 
· Entering of Invoices in Oracle Payables Module. 
· Uploading of data on daily basis from the stock program to Oracle Finance. 
· Preparation of petty cash vouchers and Entering of it in Oracle. 
· Printing of cheques and the safe custody and distribution. 
· Preparation of International Transfers. 
· Follow up of prepayments made to Suppliers and application of it in Oracle. 
· Preparation of official memos and letters. 
· Verification and approving the payments made by Branch Accountants. 
· Giving training in Oracle Payables module to newly joined accountants and making them aware of company policies and procedures. 
· Other duties and responsibilities as and when instructed by Managers. 
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Work Experience in India:
· Completed Chartered Accountancy Articleship of 3 years in accordance with the regulations of The Institute of Chartered Accountants of India. 
During the Articleship Period I have got adequate exposure to various kinds of Accounting Works of manufacturing and trading organizations including finalization of accounts in a computerized environment. 
· Worked with M/s Ashok Metal Crafts, Aloor (Manufacturers of Wheel Brand Aluminium Household Utensils) from 15.11.1998 up to 24.10.2000 as Accountant. 
Responsibilities included maintaining of books of accounts of the Company in Tally, dealing with the Auditor’s Office, ESI Department, Sales Tax Department, Income 
Tax Department, evaluation of inventory and preparing of returns under the various statutes.
 EDUCATIONAL QUALIFICATION:
	Examination
	Year
	Board/University
	% Of Marks

	
	
	
	

	Chartered Accountancy
	1995 -
	The Institute of Chartered
	only completed

	
	1998
	Accountants of India
	Articleship

	
	
	
	

	Graduation – Bachelor
	1995
	Calicut University
	59.75

	of Commerce
	
	
	

	
	
	
	

	Pre Degree
	1991
	Calicut University
	68.44

	
	
	
	

	Secondary School
	1988
	Board of Public
	66.67

	Leaving Certificate
	
	Examinations, Kerala
	

	
	
	
	


 TECHNICAL QUALIFICATION:
Computer
: Post Graduate Diploma in Computer Applications.
Platforms worked
: Sigorta, SAP, Oracle & Tally. Good exposure to MS Office
and Internet including Lotus Notes & Microsoft Outlook.
 TRAINING COURSES:
Attended the following Managerial Training Courses & Obtained Certificates.
1) Time Management 
2) Understanding & Satisfying Customers 
3) Effective Negotiation 
4) Understanding Project Management & Its power tool Microsoft Project 2000 
5) Quality Assurance System Audit 
6) How to deal and Tolerate different behaviour and attitudes in life 
7) Understanding the power of Finance & The Language of Accounting and Budgeting. 
· PERSONAL DETAILS: 
Date of Birth
: 24th December 1972
Nationality
: Indian
Linguistic skills
: English, Malayalam, Hindi and Arabic (Spoken)
Marital Status
: Married
References
: Will be provided upon request.
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