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SYNOPSIS
· Master of Business Administration specialized in Finance & Marketing offering over 5 years of experience in the areas of Finance, Accounts and Payroll Management. Experienced in implementing financial procedures, maintenance & finalization of accounts as per statutory requirements.
· Resourceful in managing day-to-day accounting functions including finalisation of accounts, stock reports, sales analysis reports, inspecting accounting discrepancies, auditing etc. Proficient in handling accounting operations in compliance to the rules/regulation. Adept in supporting and sustaining a positive work environment that fosters team performance with strong communication and relationship management skills.
· Experience with Manufacturing Company First Choice Fashions Factory, Abu Dhabi (two and half years), Software Company All In One, Abu Dhabi (one and half years), Contracting Company CODE & Emirates CODE, Abu Dhabi (one year). Internship training from UAE Exchange & Financial Services Ltd, Chavakkad, Kerala.
· Well versed with SAP R/3 (AP,AR,MM), Tally ERP, Peachtree, Focus and QuickBooks
· Dedicated, self-motivated, willingness to learn and time managing professional with Good Numerical skills, Analytical skills, Excellent Problem Solving skills and Leadership skills. Have ability to work under pressure with minimum supervision. Trustworthy individual with strong ethics and integrity. Holder of UAE Driving License. 
CAREER OBJECTIVE
To apply my knowledge, skills and experience in a well reputed company with a clear objective of bringing personal as well as professional growth.

ORGANISATIONAL SCAN

Dec’13-Sep’14: CODE Contracting LLC & Emirates CODE Contracting, as General Accountant
Accountabilities
Payroll Management 

· Handling payroll processing function through WPS System, involving computation of salary, preparation of salary certificates and assessment. Successfully managed the payroll of over 3,500 workers.
· Managing payroll function for employees involving processing of leave travel assistance, medical claims, joining expenses with reference to policies, final settlements and controlling management & employee payrolls.
· Processing joining/separation orders, increments, promotion orders, departmental changes and other employee related documents.
Receivable / Payable Management 

· Ensuring that all payments are made to suppliers within the stipulated time frame and managing accounts payable within the pre-set parameters.

· Conducting ageing analysis of the payables to understand the paying pattern and devising effective accounts payable policies.

· Managing overall activities encompassing preparation and following up of accounts payable as preparation and follow up of purchase orders for accounts payable.

Accounting Functions
· Maintaining general ledger, trial balance, financial statements, expense analysis, payroll, benefits administration, etc. and liaising with the bank pertaining to collection of day-to-day company transactions and account debits.
· Administered cost tracking with Site Engineers.
Noteworthy Credits
· Acted responsible for collecting, filing and maintaining accounts data in the accounting software.
· Regularly communicated with the External Auditors for successful completion of the audit.
Jun’12-Dec’13: All in One, Abu Dhabi as Senior Accountant
"All in One Information System": (Data Centre in Mussaffah, www.aio.net)

 "All in One Technology": (IT Solutions in Mussaffah, www.aio.ae)

"Lotus Flowers": (Flower Business, www.lotus-flowers.ae)

Accountabilities
· Pivotal in handling the financial transactions and managing the accounts of the three companies.
· Acted responsible for collecting, filing and maintaining sales & accounts data in the accounting software.
· Ensuring that all payments are made to suppliers within the stipulated time frame and managing accounts payable within the pre-set parameters.
· Prepared financial reports for the top management.

· Drafted: 

· Payment & Receipt Vouchers.

· Bank Reconciliation Statement.
· Efficiently drafted the Sales/ Purchase and Cash Budget and analyzed the same for any variances.
· Managed payroll of over 40staffs in WPS system.

· Regularly communicated with the External Auditors for successful completion of the audit.
· Deftly dealt with banks, insurance companies & suppliers on daily basis.
· Arranged Business Loan, Personal Loan & Auto Loan for the company.
Dec’09-Jun’12: First Choice Fashions Factory LLC, Abu Dhabi as Assistant Accountant
Accountabilities
· Pivotal in handling the financial transactions and managing the accounts of 9 branches of the company.
· Ensuring that all payments are made to suppliers within the stipulated time frame and managing accounts payable within the pre-set parameters.
· Drafted: 

· Payment & Receipt Vouchers.

· Bank Reconciliation Statement.
· Efficiently drafted the Sales/ Purchase and Cash Budget and analyzed the same for any variances.
· Managed payroll of over 80 workers and staff in WPS system.
· Acted responsible for collecting, filing and maintaining sales & accounts data in the accounting software.
· Instrumental in managing Purchase Department, Inventory Section & Store Keepers.
· Mentored and motivated the Sales Man for achieving their sales target.
· Interacted with Auditors for the successful completion of audit.
· Maintained a control on the cost of finished goods and assessed the physical stock in all 9 branches.
INTERNSHIP

Company:
UAE Exchange & Financial Services Ltd., Chavakkad Branch, Kerala as Management Trainee
Tenure:

Mar’08-Jun’08

Role:
Acted as the Leader of Marketing Team. Assisted the customer in receiving & sending money, products Money Gram & Express Money. Dealt with Online Share Trading NSE and assisted the customer in opening DEMAT Account & to invest in share market. Gained an insight about the Foreign Exchange and handled all major currencies. Managed Air – ticketing & Mutual Funds. Guided the customers to invest in share market. Handled Life & General Insurance of Bajaj Allianz.
ACADEMIA

2009

MBA (Finance & Marketing) from ICFAI National College, Thrissur with CGPA: 6.03

2007

Graduated from M.E.S. College. Ponnani, Calicut University, Kerala with 61%.

2004

12th from Board of Higher Secondary Education, Kerala with 65%.

2002

10th from Board of Secondary Education, Kerala with 81%.

Other
· SAP ERP Accounting, German certified, G-Tec Ponnani, Kerala with A+ grade.

· Diploma in Financial Accounting, (Tally ERP, Peachtree, Focus, QuickBooks & Manual Accounting), Techmosys, Kerala with A+ grade.
· Certified in Computerized Designing (Photoshop), Techmosys, Kerala with A+ grade.
 Academic Accolades

· Represented my college in the University level for Cricket and Chess.
PROFESSIONAL ENHANCEMENTS

Projects
· A Study on The Buying Behavior of General Insurance offered by Bajaj Allianz at Thrissur.

· A Study on The Buying Behavior of Children’s Plan Offered by HDFC Standard Life Insurance at Thrissur.

· A Study on Mutual Fund Industry & Investment Pattern.

· A Study on Aviation Industry.

Seminar

· China India Global Talent Shortage by Sanjeev Sanyal, Deutshe Bank.

· Globalization’s Underbelly Capital Flows & Indian Economy by Eroll Desuza, IIM, Ahmadabad.

· National Seminar on Radiations – Applications and Safety Aspects held by P.G. Department of Physics M.E.S. Ponnani College.  

PERSONAL DOSSIER

Date of Birth

:     
26th May, 1986
Linguistic Abilities
:
English, Arabic, Hindi, Urdu, Malayalam and Tamil

Visa Status                    :           Visit Visa
Address


: 
Dubai
                                                UAE                
DECLARATION
I do hereby declare that the above mentioned information is true to the best of my knowledge. 
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