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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
Objective
To associate with a company where I can explore my capabilities and groom myself in a competitive environment by accepting challenges there by contributing to the growth of the company.
Key Skills

Accounting & Administration
Maintaining books of Account namely General Ledger, Accounts Receivable, Accounts payable, stock valuation and up to the finalization of Accounts.
Maintaining the administration activities between staff and management. Well versed in labour, immigration, Deptment of Economic Development and other Government procedures.
Work Experience
-------------------------------------------------------Confidential------------------------------------------------------

Scope of work included as following.
· Purchase and sales related accounting activities of the group including branches in the Middle East.
· Monthly Bank Reconciliation. 
· Administration duties – obtaining trade license & renewals from the Government authorities, and communicating with government authorities, staff visa & renewals, and maintaining staffs leave roaster and holiday flight ticket booking.
· Dealing with various insurance companies and negotiating over the premium and polices of Property All Risk, Group life insurance or workmen compensation, Cash in transit ,Cash in safe, Staff medical insurance and Motor insurance.
· Maintaining records of Company Assets including Staff accommodation furniture and fixtures.
· Handlings purchases of new vehicles and timely maintain the service records for a fleet of 32 vehicles.
Reporting

Day to day affairs reporting to Middle East Administration Manager 
Day to day financial affairs reporting to Middle East financial Manager

Submission of monthly financial statement to Middle East financial manager and Group manager   

Al Hathboor Group LLC in Dubai as an Accountant from 1995 to 2007.

Al Hathboor Group of companies is operating with twelve divisions and its head office is in Dubai, United Arab Emirates. Mainly dealing in different type of consumer product trading, Real Estate and Service industry.
Scope of work included as following.
· Preparation of Local Purchase Order.
· Preparation of landed cost for imported goods.
· Preparation of Receipts and payments voucher.
· Monthly Bank reconciliation.
· Preparation of staff monthly salary and distribution to individual staff.
· Physical stock counting and valuation of closing stock.
· Settlement of staff service end benefits like gratuity, leave salary, yearly air passage.
· Day to day affairs reporting to Division Manager and Financial manager. 
· Submission of monthly financial statement to Division Manager, Financial manager and Chief Executive Officer.
· Purchase (Accounts payable) and sales (Accounts Receivable) ledger maintaining.
· Passing Journal Voucher.
· Finalization of books of Account.
Jersey Trading (Galadari Group of Companies) in Dubai as an Assistant Accountant 
from 1993 to 1995.

 Scope of work included as following.

· Preparation of Local purchase order.
· Preparation of customer Receipt Voucher and Payment Voucher.
· Maintaining purchase ledger (Accounts payable).
· Maintaining sales ledger (Accounts Receivable).
· Passing Journal Entries. 
· Assist to Chief Accountant for finalization of books of Accounts
Jaykay Engineers (Engineers & Contractors) in Rourkela, India as an Assistant Accountant from 1987 to 1992



Scope of work included as following.

· Preparation of Staff salaries and distribution to individual staff.
· Preparation of monthly, Quarterly ,Annual return of Provident fund and Employee State insurance

· Maintain Cash book, Posting to sales ledger & purchase ledger (Consumable Items)
· Maintaining project wise Account.

· Petty cash handling
· Assist to Chief Accountant for appearing sales tax and Income tax annual assessment.

· Submission of monthly sales return.
Academic Qualification

Bachelor of Commerce (B.com)
Master of commerce two year courses completed

Computer Knowledge

Accounting software (Data Entry): Sage Tetra CS3, Dac-easy and Sage Pastel.
Others: Microsoft Word, Microsoft Excel & Typewriting higher.
Personal Information
Marital Status



: Married

Languages Known


: English, Malayalam & Hindi
Driving License



: Valid UAE driving License

Visa status



: Resident Visa Transferable (NOC available)
