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Personal Profile:
Enthusiastic & keen, good health, able to read and interpret situations intelligently and skilled to express ideas clearly and precisely, confident and quick, strong interpersonal skills, ambitious to achieve demanding goals, emotionally resilience and love for people, dedicated and responsible, punctual and able to meet deadlines, like to be assigned challenging job involving important result regarding imaginative solutions, ability to work in multi-cultural environment.

Objective:
To work in a sophisticated development environment and make solid contribution in the field. To transform words and ideas into action and expand my knowledge horizon
To excel in a dynamic and innovative organization offering a career this is intellectually exciting and challenging with a view to serve the company and country.
Qualification:
	· MBA
	Master in Business Administration
	Annamalai University – IND

	· B.Com
	Bachelor of Commerce
	Annamalai University – IND

	· PDC
	Intermediate of Commerce 
	Calicut University – Kerala


Professional Training & Development:

	English Proficiency Course              
	3 Months      
	British Training Consultant - Bahrain

	Orientation Training Workshop

USA Treasury Eagle Cash
Customer Service Course 
	3 Days

1 Year
1 Months
	Institute of Rural Management IND
U S Government Treasury (EC) US
DHL - Bahrain




Computer Skills:
· Quick Books Pro

· Peach Tree Accounting Software

· FIS (Financial Information System) Access Base

· MIS (Management Information System) Access Base

· FICS (Financial Information & Control System) Oracle Base

· FICS (Payroll) Oracle Base

· M.S. Word, Excel, Power Point

Personal Information:

Marital Status

:
Married
Present Address
:
Sree Gayathri, Pacheni, Thiruvatoor (P.O)
Language

: 
Hindi, English, Malayalam, Tamil & Arabic.
Professional experience:
Company
:  Leading Company
Date

:  March 21, 2011 till December 2012
Position
:  Finance & Credit Controller (AFG)
Responsibilities:
· Preparation of Financial Reports.
· Checking Cashbook for recording cash received and disbursed on a daily basis

· Prepare & checking of cheques against approved bank payment vouchers and records the cheques in a separate cash book for banking transactions

· Keep the cash/Bank book updates and reconciles the balance with the bank statements

· Preparing and monitoring cash flow and bank position for day to day requirements and maintaining working capital.

· Preparation of supporting working papers and reconciliation of all relevant financial statement information.

· Timely and accurate update of department database for internal/external reporting

· Control all Payable accounts and Records. 

Company
:  AAFES (Army and Air force Exchange Service) Kuwait
Web Site
:  www.AAFES.com
Date

:  01 Aug 2003 to 01 March 2011  
Position
:  Loss Prevention Manager Accounts and Auditing
       
Worked with AAFES, an autonomous body whose operations are spread all over US with 600K offices in all over the world and with US Army. AAFES is working in for supporting US Military troops all over the world. AAFES has approximately 100,000 permanent and 60,000 non permanent employees / direct beneficiaries. The budget of the financial year 2009-10 was Rs. 5.5 billion USD.  

I have started my carrier with AAFES as a store supervisor, then I got promoted Asst Store Manager, Store Manager Finally I got the opportunity to work with AAFES as a loss prevention Manager.


I loved my Job and AAFES has supported to grow my carrier.
Responsibilities:
· Manage Warehouse and Retail Store Day to day activities.
· Payment of Accounts Payables, deduction of taxes and deposit the deducted tax at source in to Government Treasury.

· Preparation of Financial Reports

· Payroll preparation and Calculation 
· Processing of medical claims of employees, overtime of employees, traveling and daily allowances, donor reporting 

· Prepared Bank Reconciliation Statement. Preparation of monthly Income & Expenditure Budget along with the Budget variance report. Managing Funds available in bank accounts; Booking of Revenue

· Preparing and monitoring cash flow and bank position for day to day requirements and maintaining working capital.
· Preparation and presentation to top management of budget Vs. Actual expenses summary. 
· Supervision of accounting team in order to ensure accurate accounts finalization, payments are made in accordance with credit limit and collections are made timely.

· Review of GL to sub module accounts reconciliation, Bank reconciliation and inter company reconciliation with processing of Debit/Credit notes

· Assists Budget and Planning team in the preparation of the budget by providing updated cost and expense references and monthly analyses of actual expenses to comment on causes of variances.
· Preparation of supporting working papers and reconciliation of all relevant financial statement information.

· Timely and accurate update of department database for internal/external reporting
· Updating ledgers with relevant journal / transaction entries.

· Liaison with internal parties’ e.g. pricing dept and postings dept.

· Liaison with external parties e.g. auditors, trustees and clients
Preparing monthly and quarterly payroll

· Preparation of monthly cash book and bank reconciliation. Performing general administrative roles within the office including: filing essential documents and keeping the system up to date, receiving calls and handling enquiries, typing documents, faxing and posting.

Company
:   Kapoor Auto Mobiles   
At

:   Mumbai (Maharashtra- India)


Date

:   Jan 2000 to March 202 
Position
:   Accountant 
· Preparation of Financial Reports, Reconciliation of Bank and Cash with FIS

·  Reconciliation of Receivable (Credit Portfolio) With MIS (Credit information System) & FIS(Financial information System)

· Preparation of Payroll and Calculation of Taxes, Donor Reporting

·  Team Leader Regional Internal Audit Team

· Receive and disburse cash on approved vouchers according to NRSP approval policies

· Checking Cashbook for recording cash received and disbursed on a daily basis

· Prepare & checking of cheques against approved bank payment vouchers and records the cheques in a separate cash book for banking transactions

· Keep the cash/Bank book updates and reconciles the balance with the bank statements

· Check Rural Credit Cases and prepare cheques. Appraised Micro Credit according to NRSP approved Policy

· Record Credit Cases in (MIS), Record Insurance Claim in (MIS)

· Recovery of Loan from the Community members, Check record of disbursement and Recovery position at Regional level

· Reporting of Finance and credit Programme at Regional level

· Check and record vouchers in Financial Information System (FIS)

· Extract reports from (FIS) as Trial Balance, Income & expenditure, and Balance sheet of the company

· Extract reports from (MIS) insurance, Claim Status Summary

· Record of Fixed Assets and inventory Management

· Prepared Bank Reconciliation Statement. Arrangement of Funds for Regional Office from Head Office

· Checking Petty Cash book of Field Units. 

· Reconciliation of Inter Regional Current account with Head Office Current Accounts.

· Prepared Sustainability Report as a basis for measuring the performance of the organization and assisting management in taking the strategic level decisions 

Company
:  Leather Club (Mohan Clothing)  

                           
Date

:  March 202 – July 2003 

Position
:  Management Trainee (Audit & Consultant)
Responsible for office related matter, arrangement of equipments for Decentralization Support Program for the Government officers arranged by Government of N.W.F.P., and to arrange/maintenance the accounting records, audit and consultancy regarding finance to Afghan base NGOs located in Kabul, Jalalabad Afghanistan









I gained rich and versatile experience on the assignments relating to various sectors, involving understanding and extensive review of Accounting, Control Policies 

I gained rich and versatile experience on the assignments relating to various sectors, involving understanding and extensive review of Accounting, Control Policies and Procedures with multiple objectives of assessing audit risk areas, developing strategic audit plan, formulation of work program and reporting. The work performed also required ensuring compliance with accounting standards, company policies and other relevant requirements.

Hobbies:
Cricket, Football, Badminton 

Enjoy reading & writing Poetry 

