[image: image3.jpg]



CV No: 1086666
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
	
	
[image: image2.png]




	OBJECTIVE

	To seek a challenging Senior or Middle level position, preferably in Finance / Operations or in HRM in a reputed organization, where I can invest all my experience and qualification to the optimum level and to facilitate mutual growth to the organization and self.


Total Experience

:
13 Years
Experience in Finance department      
:
10 Years 

Visa Status

:
Husband Sponsorship 
Languages (speak, read & write)

:    
English, Hindi, Kannada and Konkani
Courses/Trainings/Seminars & Certifications :
· Attended 1 day course in “Letter of Credit – UCP 600 & Export Import Management” from Leeds Management Training & Consultancy.

· Attended “Self and Time Management an in – company” from Spearhead Training. 

· Attended 2 days training in “Financial awareness for the non financial person” from Spearhead Training.
· Attended 1 day training on “Safestart” safety training. 
· Attained certificates in Excel proficiency from ExecuTrain.
· Worked in Tally (Temporary)
Professional Qualifications :

· Post Graduation Diploma holder in Management (MBA). (Finance & HR Management from IGNOU University) with Management Functions & Behaviour, Management of Human Resources, Economic & Social environment, Accounting, Management of Machines & Materials, Information Systems, Quantative Analysis, Marketing & Strategic Management.
· Bachelor of Commerce (B.Com) with Business statistics, Auditing, Accountancy, Banking, Commercial Law, Income Tax, Costing, & Marketing.
· Diploma in Secretarial Course: with Shorthand, Typewriting, Office Management, Banking, Commerce and Business Correspondence.

Career summary & Specialization :

Finance :
· Manage Creditors & Debtors collection and Payments.
· Handle Supplier Payments, transfers, L/C documentation, guarantees etc.

· Can process payroll Register for more than 400 employees.

· Handle staff Debts, Advances, Leave and Final settlements.

· Liaising with the bank for better banking facilities.
· Prepare bank reconciliation and coordination with the bank.

· Reconciliation of Inter Company Transactions.

· Timely managing day to day routine tasks of internal and external customers.

· Scrutinized and reconciled accounts ledger and documented on the figures declared to the management every month.
· Job costing and maintaining Work-In-Progress of every Job.
· Well versed in Oracle Operations & worked on new ERP system “MOVEX”.
· Team oriented approach.
Procurement :
· Based on Project/Site requirements check availability in the Central Stores and float enquiries in the market for the rest of the items.
· Scrutinize the quotations of various suppliers and prepare comparative statement.
· Analyze prices with estimation department allowable keeping in mind cost, quality, support and payment terms.
· After approval, prepare Purchase Order and forward it to the supplier and follow up on delivery of material on the agreed dates.

· Advise concerned requisitioner about the delivery schedule and co-ordinate till delivery of materials to the work site.
· Build up relationship with new suppliers and with their products and payment terms.
· Follow up on non receipt of invoices & other documents for materials delivered.

· Also involved in co ordination with accounts in day to day matters relates to stock, suppliers and site requirements, preparation of supplier reconciliations, annual project cost accruals and any other matters as and when required.
OFFICIAL GROWTH PLAN FOR THE YEAR 2012-2013:
To complete Management proficiency 
WORKING EXPERIENCE: 
Worked as a Senior Procurement Officer since 2009.
Duties handled :
· Final documentation of all Procurement documents (i.e. Quotations, PRs, LPOs, etc.)
· Preparing weekly LPO reports. 
· Summarization of LPOs as required.
· Keeping track of LPO & MIF numbering series. 
· Coordinating with suppliers regarding quotations and deliveries of materials.
· Coordinating with site personnel regarding procuring material.
· Preparing of MIFs & Site Order Releases.
· Price Comparisons and enquiries..
· Prepare Medical Insurance comparison reports, create & maintain cost report for medical
                 Insurance.
· Preparing MTOs and PRs. 
· Material schedules as per ISO standards & consultant’s BOQ  requirements.
· Preparing LPO mostly for Project Materials, IT materials, & Stationary.
· Monitoring Inventory, computing FIFO & LIFO methods.   
· Responsible in sending all original D.O.s and Invoices to Main store. 

 October 1994 to 2009
	WEIR ENGINEERING SERVICES COMPANY (WEIR OIL & GAS), ABU DHABI & DUBAI, UAE. 

Senior Accountant


WEIR  a  global  group  of company  involved   in  the  supply  of  major oilfield  equipments  which  possesses ISO 9001:2000 QMS, ISO 14001:2004 EMS, OHSAS 18001: 1999 and maintains API Q1 quality systems.  
· Managed Creditors & Debtors in Collection and Payments and timely reported Head Office weekly on Cash Flow status.
· Handled independently Supplier Payments, Transfers, L/C Documentation and Guarantees etc.

· Processed independently Payroll Register for more than 400 employees, Staff Debts, Advances, Leave and Final settlements.

· Liaising with the bank for better banking facilities and co -coordinated with the management and other sources in minimizing the banking activity costs and other overhead costs.
· Handled petty cash flow of Dhs.30,000/-

· Preparing bank reconciliation every month and co- coordinating with the bank for daily transactions. 
· Reconciliation of Inter Company Transactions.
· Timely managing day to day routine tasks of internal and external customers.

· Scrutinized and reconciled monthly Ledger of Accounts and documented on the figures declared to the management every month.
October 1992 to 1994

Al Sahel Contracting Company – Abu Dhabi.  Executive Secretary

Responsibilities:

Providing complete secretarial assistance to the management in overall Business. Development Activities. Handled all incoming / outgoing correspondence in accordance with the company procedures. Prepared self correspondence like enquiry letters, emails faxes, memos, Company Profiles, Pre Qualification documents as directed. Organized and maintained schedule of meetings and appointments. 
Attended customer / supplier calls and answered their inquiries. Assisted Business  

Development Managers in the preparation of quotations, tenders and invoicing etc.
Documentation of projects and maintaining the Registers in respective contract files and coordinating with the Contract Managers, Engineers and Site personnel.

Coordinating and follow up on the entire Project close out activities. Handled petty cash and maintained the record of day to day cash flow transactions.
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