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Personal Data:





Nationality: Indian


Date of Birth: 12/04/1983


Marital Status: Married


Sex: Male.








Passport Details:





Date of Issue: 27/09/2007


Date of Expiry: 26/09/2017


Place of Issue: Cochin.




















 Objective


A result oriented professional in Finance and Accounts field, having good knowledge and experience in both manual and computerized environment. Good   in team building, operations management and process standardization.





Education    


Bachelor of Commerce 


Summary of Education


B.com                          - University Of Calicut (2004)


Pre-Degree	              - University Of Calicut (2001)


S S L C	                           - Board of Public Examinations Kerala (1999)





KNOWLEDGE IN COMPUTER APPLICATION


SAP Business One 


Petra 2, FAS,Oracle,Acctiz PRO


Tally9 ERP, Peachtree.  


                                                             


      Microsoft Office Packages:


Windows-xp,Vista,Seven


Microsoft Excel, Word, PowerPoint











One Year Experience in Lahej&Sultan Gas Distribution Co LLC       as an Accountant, Dubai, UAE (Feb2015 – Till Now).





Key Responsibilities in the above organization 


Managing Accounts Payables: Reviewing payment request submitted by the creditors and processing payments after verification and matching with PO.Releasing payment on time after verifying the bank balance. 











               



































Language Skills: 


English: Good


Hindi   : Good


Arabic: Basic











Other Information’s:





Visa status: Employmen











     




















  Two Year experience in Al Burj Aluminum & Glass Cont Co LLC 


 As an Accountant, Sharjah, UAE (Sep 2008 – May 2010)





Key Responsibilities in the above organization 





Overall Accounting: Preparation & Maintenance of accounts up to finalization. Preparation of audit files for the auditors and coordination with internal and external auditors.


Preparation of year end schedule: Preparation of final accounts such as Balance sheet, P & L, detailed general ledgers, Trail Balance and Cash flow statement. Current/Fixed Asset management including depreciation.


Store Keeping: Maintaining stock register and track of goods received and sold and ensure that the actual stock is matching with the stock register.


Purchase: Purchase negotiation and procurement of materials/services in accordance with requirements and sending the LPO to Supplier.


Payroll: Employee salary and leave salary settlement, air fare, final settlement computation during resignation or termination as per UAE Labor Law. 


MIS Reporting: Submission of different MIS report to top management


Whenever required and as per the requirements.





Accounts Executive in Reliance Corporate IT Park Ltd-Thrissur.


       (Oct 2013 – Nov 2014)





Accountant in Commercial Tax Consultants-Thrissur


       (June 2006 – July 2008)








Nationality 	: Indian


Religion 	: Christian


Availability                       : Immediate








The above Mentioned Qualifications and Experiences are true and correct.





                                                                                                   JINO 























Payroll Management: Preparing employees ‘salaries report to ensure that the employee absence and recovery of advances and allowances are accounted correctly. Developed monthly provisions for employee related accruals such as staff gratuity leave salary and air fare. 


Handling Petty Cash: Disburses of petty cash effectively after having strict scrutiny over bills submitted for reimbursement. Verified petty cash vouchers from branches and prepared reimbursement.


Keeping a track of Project Cost: This will help to keep track of the budget of a project in each of its phases. The actual costs will have to be tracked against the periodic targets that have been set out in the budget. Project materials issuing as per job card system.


Managing Accounts Receivables: Preparation of customer Invoices consolidating DO’s on a monthly basis. Update customers with SOA every month and provide required assistance, chasing debt via telephone, email and letter also allocating incoming payments onto ledger. Preparing debtors ageing reports age wise.


Depreciation: Calculation of depreciation on fixed assets such as land and building, Plant and machinery, Furniture and fixtures, motor vehicle and preparation of provisions and prepaid expenses.





Three Years Experience in Divya Spare Parts Trading Co LLC as an Accountant, Sharjah, UAE (Dec 2010 – June 2013).





Key Responsibilities in the above organization 


Fund Flow Management: Calculation of weekly/monthly fund requirements and meet the same through proper planning.


Accounts Receivables: Analysis of outstanding receivables and follow up with debtors to ensure timely receipt of payment. Through my hard work and follow up reduced the outstanding overdue receivables.


Accounts Payables: Checking suppliers outstanding & preparing statement to settle the due amounts. Release the payment after verification of Invoices with PO. 


Reconciliation: Reconciliation of all debtors and creditors account to ensure that all the transactions for the period are counted correctly and the balance sheet is showing the correct balances.


Book Keeping: Recording and maintenance of cash book and day book. Preparing petty cash statement & vouchers.


Ledger Posting: Accounting the receipts, payment, sales & purchase invoices, petty cash, and daily collection entries & posting other entries to keep the books of accounts up to date. 


Bank Reconciliation: To find out the reasons for differences between bank book balance and ledger balance. Doing intercompany reconciliation on time.









































SUMMARY OF WORK EXPERIENCE: - 9 Years



































     




















