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JOB PROFILE: 

Accounting Major with more than 10 year’s experience (6 yrs in UAE Dubai) in Accounts Payable and Receivable, Payroll, Cash Handling, Journal Entries and  Reconciliation, Finalisation of accounts and MIS Reports.
PROFESSIONAL EXPERIENCE:
Accountant.

Jan 2008 to June 2013
· Prepare monthly balance sheet and Profit and Loss statements, post journal entries as required. 
· Prepares and monitor monthly payables and receivable

· Payroll and bank reconciliation.
· A/P, A/R, Cash Flow, Collections, credit card payments processing.
· Compute, classify and record numerical data to keep financial records complete for intercompany transactions.
· Responsible for account analysis during the monthly closing.
· Generate payroll journal entries.
· Prepare account reconciliations, analysis, accruals and journal entries.
· Compute employee's time worked production and commission.
· Assist outside auditors with audit-related questions.
· Assist in the year-end audit Process.
 Accounts Payable 

ICICI Lombard General Insurance Company Ltd. – Mumbai, India
April 2004 to Dec 2007
· Looking After Expenses of 60 Branch of  ICICI LOMBARD GIC LTD all over India

· Prepare monthly financial report

· Compile and post employee time and payroll data, prepare checks
· Assist with processing of both Accounts Payable and Accounts Receivable
· Making Payment of Revenue Expenses 

· Records and maintains transactions such as, purchases and expenses

· Provide backup to other functions such as payroll and bank reconciliation

· Supervise and coordinate the activities of clerical and administrative support workers
· Assist with training of new associates
· Generate accrued and prepaid expenses.
Branch In charge
INTEX TECHNOLOGIES INDIA LTD – Mumbai, India,
Sept 1999 to Aug 2003

· Prepares Sales Invoice and Stock Transfer memo and Stock reports

· Prepares Petty Cash, Bank Reconciliation, Monthly Revenue Report

· Prepares Daily Stock Statement, & Outstanding Report and Follow up

· Weekly Physical Stock Verification, and Procuring for Short Stock 

· Receives incoming calls and handles accounts-related queries and calls

· Maintains systematic filing of reports and other documents

· Prepares and posts adjusting journal entries

· Records and maintains the transactions to the books of accounts

· Prepares MIS, balance sheet and income statement to Report directly to (NFM)
Jr.Accountant
SAINI HOTELS PVT LTD  (GCC CLUB) – Mumbai, India
July 1996 to May 1999
· Prepares and monitor monthly payables and receivable

· Prepares and posts adjusting journal entries

· Prepares monthly Bills of Club Membership

· Responsible for general ledger account & Bank reconciliation 

· Assists in the preparation of tax deposits

· Receives incoming calls and handles accounts-related queries and calls

· Maintains systematic filing of reports and other documents

OTHER SKILLS: 

· Accounting software – SAP, ERP, Tally, Sage. 

· MS Office – Word, Excel, Power Point, Internet, Outlook Express

· Typing skill – 40 wpm 

EDUCATION: 

· Bachelor of Commerce
· Dr. B.R. Ambedkar University – India

PERSONAL STRENGHT: 

Fast Learner, Self starter, Determined, Multi Task oriented and can work with minimum supervision.
PERSONAL DETAILS: 

· Indian

· Married

· Protestant

· Born on 18th January 1975

References – Available upon request

