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RESUME
CV No: 974328
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686                        
OBJECTIVE: - To obtain a challenging position in the Accounts Department that utilizes my 9 years of experience in Accounting & management, my experience in managing accounts up to finalization, and my Masters degree in Commerce & Finance.

Educational Qualifications
	Course
	University
	Year

	M Com (Master of Commerce)                                          
	University of Calicut
	2005

	 B Com (Bachelor of Commerce)
	University of Calicut
	2002


Professional skills

· Finalization of Accounts.

· Computerized Accounting (Desktop & Web Accounting)
· Cash Flow Analysis.
Gulf Experience- 4 years
· International School, Dubai– From June 2010 to Dec 2010 as Assistant Accounts Officer. 
 Responsibilities
	· Maintaining & Controlling Day to day accounts through ERP system. 

· Reporting to Senior Accounts officer.

· Preparation of monthly MIS Statements.

· Maintaining Petty Cash Account.

· Preparing Payroll & Issuing Salaries of 450 staff.

· Assisting in Budget preparation for the next academic year.
· HR Related Works.

· Correspondence with Suppliers and internal teaching staff

· Preparing Cash Flow Statement.

· Bank Reconciliation of 5 banks.


· Bajaj Herbals FZE, Sharjah –Manufactures of Cosmetics & Hair care products– From Nov 2009 to May 2010 as Accountant. 
 Responsibilities
	· Maintaining & Controlling Day to day accounts. 

· Finalization of Accounts – Preparing Monthly Trial Balance, P&L and Balance Sheet.

· Preparation of monthly MIS Statements.

· Maintaining Petty Cash Account.

· Custom documentation for importing & exporting goods.

· Preparing Payroll & Issuing Salaries.

· Assisting in Management decision making & planning policies.

· Prepare pricing structure after country wise analysis. 

· Preparing Sales and Purchase Forecasting for the coming year depending on the average Sales and Purchases during the Current year.

· HR Related Works.

· Inventory management. 

· Correspondence with Banks and suppliers 

· Preparing Cash Flow Statement.

· Bank Reconciliation.


· Al Zain Jewellery Co. WLL, Dubai – From April 2007 to Oct 2009 as Chief       

           Accountant. 
 Responsibilities
	· Maintaining & Controlling Day to day accounts of Six Branches through Web Accounting System.  

· Finalization of Accounts – Preparing Monthly Trial Balance, P&L and Balance Sheet.

· Preparation of monthly MIS Statements.

· Maintaining Petty Cash Account.

· Custom documentation for importing & exporting Jewellery.

· Preparing Payroll & Issuing Salaries (40 Staffs)
· Assisting in Management decision making & planning policies.

· Fixing of gold price at good rates by monitoring market variation. 

· HR Related Works.

· Inventory management. 

· Correspondence with Banks and suppliers 

· Preparing Cash Flow Statement.
· Bank Reconciliation.


· M/s. NAZIH Trading Co., LLC, Dubai, Dealers in Cosmetic & Hair Care Products – from November 2005 to Feb 2006 – Worked as Purchase cum Accounts Assistant 

 Responsibilities
	· Placing orders to the Suppliers.

· Preparing Re-order level and place the order considering the lead-time. 

· Correspondence with Suppliers.

· Keep Records of the Suppliers and the Correspondence with them regarding Orders placed, request for Catalogues, Price List, Samples, Etc…. 

· Preparing Sales and Purchase Forecasting for the coming year depending on the average Sale and Purchase during the Current year.

· Negotiating with the Suppliers about price and the terms.


Other Experience- 5 years

· New Priya Engineering Works , Chavakkad 
· TFC – Tasty Fried Chicken, Chavakkad – From Jan 2011 Feb2013   Managing Director cum Accounts & Operational Manager. 
 Responsibilities

	· Managing overall business activities.
· Preparation of Industrial work quotes  & execution of  engineering works
(Truss work, Fabrication, molding etc.)
· Making trendy industrial outputs as per the customers taste & imagination.

· Machinery & Tools management.

· Entrepreneurial work to setup the new business and the legal, government documentation to acquire the business license. 

· Planning & coordinating Market Survey & Advertisement campaign.
· Planning & executing of business promotional activities.

· Finalization of Accounts – Preparing Trial Balance, P&L and Balance Sheet.

· Operational fund management.

· Office administration work. 

· HR management.


· Akbar Travels Of India (P) Ltd, H.O. Mumbai – From June 2006 to August 2006 – Worked as Accountant.
· Akbar Travels Of India (P) Ltd, IATA Branch. Kechery, Kerala – From August 2006 To March 2007 Worked as Chief Accountant. 
 Responsibilities
	· Maintaining Day to day Accounts using Traveling Accounting Package.

· Finalization of Accounts – Preparing Trial Balance, P&L and Balance Sheet.

· Managing Payments on due date to avail cash & trade discounts.

· Negotiation with Airline companies to get good IATA commission on tickets. 
· Preparing Payroll & Issuing Salaries.

· Bank Reconciliation.

· Preparing Cash Flow Statement.

· Preparing Statement of Account for the Debtors.


· M/s. Ananda Narayanan Chartered Accountant, Chavakkad – Worked as Accountant – from June 2004 to August 2005.

· M/s. Vasan & Wales, Chartered Accountants, Thrissur – Worked as Accounts Assistant – from June 2003 to May 2004.

 Responsibilities
	· Maintaining Accounts of Various Companies using Tally Accounting Packages.

· Finalization of Accounts – Preparing Trial Balance, P&L and Balance Sheet.

· Maintaining Cash Flow Statement.

· Stock Audit of Manufacturing firms 
· Planning & decision making in tax related issues.
· Bank Audit  

· Bank Reconciliation.


    Computer Skills
	
	Information
	Remarks

	Computerized Accounting
	TALLY, QUICKBOOKS, VISUAL ACE, ERP    
	Good Knowledge

	Computer Knowledge
	MS Word, MS Excel, Power Point, Windows XP, Windows Vista, Windows 7, Internet, Etc.
	Good Knowledge

	Self Correspondence
	Good Knowledge of Self Correspondence with Good Typing Speed
	Good Knowledge


    PERSONAL DETAILS

	                           Date of Birth 

	: 02/05/1982


	                           Marital Status           

	: Married

	                           Nationality

	: Indian


	                           Religion

	: Islam


	                           Languages Known   

	: Fluency in English, Hindi, Malayalam.


	                           Visa status

	: Visit
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