CURRICULAM VITEA

CV No: 1087404
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Career Objective:

To obtain a challenging position in a reputed organization, where I can contribute the development of the organization as well as facilitate my individual development and growth.

 Skills:

Comprehensive problem solving and fast learning abilities, ability to deal with people diplomatically, willing to learn, self-starter, willing to take challenging roles, creative, patient, self confident and  team player.

Summary of experience: 

More than 4.5 years of experience in Accounting and Finance sector.
Professional profile: 

1. Real Estate.
Accountant cum Sales Executive– (Dec: 2013 – Till Date)

.
Job profile: 

· Maintaining Proper Accounts by using QuickBooks and Gallant Accounting Software.
· Manage day to day financial transaction of the company

· Closing all the GLs at the end of each month 

· Preparation of Monthly Financial Reports to the Finance Manager at every end of month.
· Preparation of monthly Bank statement and reconciliation.

· Preparation of Payroll through wps system and the calculation of final settlement, Gratuity and leave salary to employees.                                                                                                                                                                                                 

· Maintaining Records of Payment & Receipts and clearing the renewal payment on the basis of Tenancy Contract as well. 
· Deals with customers and Calculate the Rental payment at the time of vacating flat or the termination with the final settlement.
· Coordination with auditors.
2. Emirates Green Building Council.
Senior Accountant cum Administration – (Jan: 2012 – Aug: 2012)

Company Profile: A Reputed Firm – specialized in Event management programs - such as Exhibitions, Seminars, Social gatherings and technical events – In Dubai.
Job profile: 

· Maintaining Proper Accounts - Accounts are maintained as per International Accounting Standard using Peach Tree Accounting Software.
· Preparation of  Monthly Financial Reports to the Operation Manager - Income Statement, Fund flow and comparative statements Etc.

· Preparation of monthly Bank statement and reconciliation.
· Preparation of Payroll through wps calculation of final settlement, Gratuity and leave salary to employees.                                                                                                                                                                                                 

· Maintaining Records for Payment & Receipts.
· Answering all financial queries, mail etc. Sending all Invoices over mail and handling all the queries related to it.

· Handle all the invoices and receipts, tracking payments and membership renewals for Website Advertising as per EGBC’s relevant procedures

· Tracking the financials for all Members – existing and new. 
· Management of petty cash requirements, re-imbursements of expenses as per company’s policy.
· Sending the Debtors account and follow up for the payment..
2. Royal International Construction Company. 
General Accountant - (November: 2008 – December: 2011)

Company Profile: A well known constructer of commercial and residential premises –in Abu Dhabi 
Job profile: 

· Timely preparation and submission of accounts.
· Entering transactions to General Ledger.
· Preparation of monthly bank statements and reconciliation.
· Handling the statement of Debtors.
· Checking the petty cash bills on receipt for ensuring completion in all respect and whether there are proper approvals by the designated managers.

· Calculate the payroll at every end of months by overtime base including WPS.

· Following up the payments and arranging the final settlement of employees.

· LC Documentation with bank.
Educational qualification: 

	Course
	Major subjects
	Board/University
	Year of passing

	M.com
	Finance
    
	Madurai Kamraj University 
	  2011


	B.Com
	Commerce
	Calicut University-Kerala
	  2007


Computer skills:
· QuickBooks & Gallant

· Peachtree 

· Focus 6
· Tally 9 ERP 
· M.S office (Excel, Word and Power point) 
Programs and Certification.

ISO 9001: 2008

Internal Auditor Training Course has successfully completed.

Issued by SGS Gulf Limited, Dubai (Societies General Surveillance) member of the SGS Group.
UAE Driving License,



Light Motor Vehicle.
Personal Details:   
Sex
Male 
Date of Birth



04/05/1985
Marital status



Married
Religion



Islam

 
Nationality



Indian
Languages Known:


English, Hindi, Arabic and Malayalam.
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