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Personal

As an accountant with over 8 years of experience in UAE, I bring with me a keen ability to manage accounts and remove any discrepancies. Budgeting and analysis are my forte and I am quite familiar with the major financial applications and software used in the industry. Team work and meticulousness help me solve problems easily
Functional skill
· Financial Analysis, Management Accounting, Audit Procedure, Payroll, Bank Reconciliation, Job Costing, Job Analysis, Accounts Payables/Receivables Billing

PROFESSIONAL WORK EXPERIENCE
Group of Companies - United Arab Emirates  

Designation: Accountant (February 2014-Present) Job Responsibilities as follows:-
The Art Heir Group Dubai, (Events & Exhibition Company) - United Arab Emirates
Designation: Accountant (January 2009 – August 2013)
Job Responsibilities:
· Manage the preparation of the official annual report of actual revenues, transfers, and expenses.
· Process payroll on a monthly basis and check for accuracy before transmittal to payroll service through WPS. (Payroll for more than 200 employees), Compute and process Leave salary & entitlement and/or final settlement if necessary

· Receive invoices, expense claims, contracts and related documentation, check for accuracy and alignment with contractual terms or approvals, match invoices contracts/agreements

· General ledger entries, verification for all accounts and bank accounts
· Analyzing monthly department budgeting and accounting reports to maintain expenditure controls.
· Job costing, analyzing the budgeted jobs cost and revenue, on the basis of analysis, approving and declining the projects.
· Manage Advance Payment accounts (i.e. prepaid expenses, advances to suppliers, deposits).   
· Prepare timely and accurate financial statement management reporting, including cash flow, profit and loss account, and balance sheet statements etc, to ensure a meaningful business report meeting management expectations.

· Prepare payables reports and review vendor activity to ensure all monthly invoices have been received and processed
· Coordinating yearly company car renewal of registration and yearly employees insurance policies

· Review contract obligations to ensure all contract invoices have been received and processed

· Perform various account reconciliations and work to resolve any discrepancies

· Experience in accounting for a group of companies.
· Develop spreadsheets for account analysis

· Perform such other accounting, financial or administrative tasks as may be required to ensure robust controls and Financial Governance throughout the organization.

REPORTING
· CEO, Business unit heads

· External: Auditors, Banks, suppliers, customers etc.
ALGEBRA BOOKKEEPING, KARAMA-DUBAI (Reputed Accounting & Auditing Firm) August 2005 to September 2008 as an Accountant & Audit Assistant
As an accountant - handled around 10 companies and every month end will submit the Closing report to Management, Type of Industries is:-
· Real Estate, Contracting – Construction, Contracting – MEP, Trading, Manufacturing , Furniture, Restaurant, Hospitality, Evens & Exhibition, Pharmaceutical
Job Responsibilities:
· Prepares monthly Management Report 
· Responsible in preparation of Annual Budget plan
· Responsible in preparation of financial statements (BS, P&L, CF)
· Do monthly bank reconciliation and coordinate with bank if there’s any discrepancy.
· Provided cost studies not provided by General Accounting system like collection of data to determine costs on specific business activity; i.e. gross profit by product line, etc.

· Managing of Accounts Receivables & Payables, direct interaction with the customers, conducting meetings and making adjustments in customer accounts according to the credit terms.

· Managing payrolls, preparing indemnity, leave salaries and monthly payroll. 

· Managing cash activities, handling petty cash, compiling the invoices and reimbursing at the end of each month.
· Complete inventory control in terms of receiving, issues and conversion into product transactions to reach a successful physical inventory. 

· Preparing the per head costing reports for HR.

· Drawing variances between actual and projected cost for jobs.

· Conducting reconciliation between companies and bank

· Planning and forecasting the budgets.

· Managing Cash Activities, handling petty cash, compiling the invoices and reimbursing at the end of each month. 

· Analysis of Company financial position with respect to time series and market worth.

· Weekly reporting to the financial controller.

ROAD BUILDER (M) SDN.BHD. (RBM Group of Companies, Malaysia) November 2003 to May 2005   as an Asst. Accountant
· Maintaining books of accounts

· Maintaining Prepaid Calculations, & Fixed Asset Register.

· Processing Purchase Orders follow up of debtors

· Payments to suppliers and reconciliations

· Preparing bank reconciliations, and handling petty cash.
MALABAR CEMENT LTD, (Public Sector of Kerala State Govt) October 2002 to September 2003 as an Junior ACCOUNTANT

· Maintaining Books and Periodicals, Preparation of Debit/Credit Note to Party’s.

· Processing  Sales Invoices and Checking Freight Bills

· Handling day to day petty cash,

· Keeping Employees Attendance Register from Punching Card.

.

Qualification

· Bachelor of Commerce from University of Calicut - April 2002.

· VHSE from Board of Kerala Education – April 1999
Secondary School from Kerala Educational Board – March 1997

Other Skills

· “O” Level Computer Course Completed (Under Central Govt of India) etc)
· Typewriting lower & higher in English Passed from KGTE (Kerala Govt. Technical Education.)

· Able to work under pressure
___________________________________________________________________________

Computer Qualification

· Well Knowledge in Tally & Peachtree Accounting Packages
· Strong computer skills/ Experience with Microsoft Office (Excel, Word, outlook)

· Ex-next Generation Accounting Package, Fox pro packages Like Net worth, MFG Pro (KIA)

· Knowledge of PowerPoint, Photoshop,
· Systems evaluation and implementation experience
Personal Details

Date of Birth:
10, April 1982                     
Gender:
Male

Nationality:
Indian                                
Marital Status:      
Married    
Religion:
Islam                    

Languages:
English, Hindi, Tamil, Malayalam                                
Visa Status:
Employment –Transferable
Holding a valid UAE driving license** 
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