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OBJECTIVE.
To utilize my strong people skills, professional experience, organizing and communication skills while consistently achieving core performance goals.

Qualification.
Master’s in Business Administration – Finance. (Distance Education) - 2010.
Bachelor of Commerce. Goa University (INDIA) - 2008.

Diploma in Office Management. Goa (INDIA) - 2009.

Key Skills & Competencies.
· Cash Management, Payroll.

· Cash Flow Statement.

· Trial balance and Profit & Loss Account.
· Extensive knowledge of Microsoft Excel, Word & Power Point.

· Knowledge and experience of various accounting software such as:
  ORACLE ‘JD Edwards Enterprises One ERP, Tally 9 ERP, WINHMS.
· Strong awareness of banking sector.

· Experience in managing large quantities of data.

· Excellent customer service and communication skills.

· Experience of working to tight deadlines with limited resources.
Work Profile.
· Presently working For Al Maya Group – Dubai (UAE) .Sept 2013 –at Present, as an Accounts Receivable. Company Profile: Retail Industry.
· Passing daily, timely & accurate Sales Entries and Process invoices including data entry (PV, PN, JS, JE, PD, P4etc.) matching of invoices and validating approvals, make a monthly Ledger reconciliation.
· Ensure Daily Sales Statements of Supermarkets, Wholesales (W/H) and other outlets, received on a timely basis. Check that the statements are complete and accurate with all required supporting documentation attached, return to or follow-up with locations if not complete.
· Verify the accurate entries of daily collections (i.e. cash, current cheques, foreign currency, TT and PDC) into the books. 
· Follow up with Revenue generating departments and verify the complete set of documents towards LOB before it is entered in the system.
· Coordinates and liaises with the sales team and the warehouse team. Monitoring credit terms and follow-up with Debtors to ensure receipts are received by the due date, preferably by Bank transfer or via delivery, courier or other.
· Reconciliation of various financial records/reports and analysis including:
         Credit Card transactions with Bank Statement, Inter-company and related parties balances.

· Perform complex monthly reconciliations of general ledger account.
· Review of balance sheet transactions to ensure accuracy, sufficient documentation and ensure all balances properly supported and recording correcting entries a required.
· Bank Reconciliation.

· Prepare monthly Provision of Accrued Expenses.
· Respond to inquiries from vendors and operations.
· Counto Microfine Products Pvt. Ltd. - J.V. with Ambuja Cement Ltd. – Accountant - Payable 2010-2013.Company Profile:  Cement Manufacturing Co.
· Daily Bank Reconciliation, preparing Monthly bank Reconciliation Statement, reporting on bank position, cash status to authorities.
· Preparing Weekly report which includes creditor’s outstanding amount, debtors’ amount due, Bank cash Monthly Interest Calculation on loan.
· Handling of Petty Cash Account. Passing day to day Contra, GBD, Journals, and Payment, Receipt entries.

· Preparing monthly creditor’s Trial balance to check on the outstanding liability & Preparing Cash Flow Statement.
· Handling Term loan, corporate loan& Cash Credit, Current Account& Fixed deposit Account. Monthly Interest Calculation on loan & cash credit account. Preparing monthly loan outstanding statement.
· Preparing monthly provision for material & expenses and pass necessary Provision entry.

· Ensure the availability of funds with the bank before initiating the payments & transfer funds through NEFT & RTGS.
· Accepting Contracts from various user departments for work given on contractual bases such as labor contractor, Security, Contractual Employees.

· Preparing Monthly Payroll & calculation of P.F., ESIC, Bonus, and L.T.A. & Medical. Verifying and settling the dues of employees as per full & final settlement.

· Assisting internal/ external auditors with queries.
· Attending calls / inquiries of customers & communication with suppliers, buyers, as need for prompt problem resolution.

· The “O” Hotels – Candolim, Goa. - Accounts Assistant- 2009-2010 (Five Star Properties).

· Cash collection from the front office cashier against direct settlement bills and verifying the same with the collection report.

· Verifying the foreign exchange conversion with the exchange voucher and check the rate for correctness.

· Daily Bank Reconciliation, Handling Petty Cash Account. Passing necessary journal entries for day to day collection & post them in the ledger on a daily bases & update the cash book balance.

· Passing the bills with the respective GRN’s and purchase order after verifying the quantity, rate & tax structure.

Attending to suppliers query on the bill and the payment.

· Sending confirmation of balance at the year end to all the suppliers for audit purpose.

· Payment of all statutory dues along with the respective challans on or before due date. (VAT, Service Tax, P.F., T.D.S., E.S.I.C, etc.)

· Payment all bills for e.g. Telephone bills, Mobil bills, water bills, Property tax, Bar license renewal fees, Electricity bill, etc on or before their due dates.

· Interact with Purchas Department & store.
· Shree Kalika Urban Co-Operative Credit Society Ltd. (Banking) - Clerk/ Teller 2008-2009.

· Handling Cash in Cash department.
· Cheque Deposit Collection & Clearing, & Other Banking Operations.
· Handling loan Account such as Gold loan, Two & Four Wheeler loan, Property mortgage loan.

· Collection of Electricity & Water bills.

· Interest Calculation on Loan Account, Saving Account, Fixed deposit, R.D Account & Pygmy Account.
Personal Details

Nationality                    :  INDIAN

Date of Birth
        :  23 May 1987




Sex

        :  Male

Marital Status               : Single

Language
        : English, Hindi & Konkani.
