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OBJECTIVE:
To seek a responsible and challenging position in Accounts/Administration within a reputed organization and invest all my professional skills, qualifications and experience to the optimum level to facilitate continued career growth and to produce best results for the Organization.
SKILL:
· Three years of experience in accounts.
· Qualified with Masters in Business Administration (MBA).
· Also hold an Advanced Diploma in Financial Accounting.

· Also hold an Advanced Diploma in Marketing Management.

· Well versed in Tally, computer skills.

· Strong planning, organizational and team leadership 

· Excellent project management and consulting.

· Superior problem solving and customer service  

· Confident and poised in interactions with individuals of all levels 

· Proven ability to gather, collate and use data effectively.

· Aware of technical and procedural aspects of the industry. Logical and practical in work approach, ability to do multitask.

· Capable to work under pressure

EMPLOYMENT HISTORY:
Account Executive, Reputed Firm Deira U.A.E.

Accounts Executive, Reputed Firm, Mumbai, India 
· Supervise & coordinate the Accounts division; ensure that all accounts responsibilities are handled efficiently and effectively.

· Ensure accuracy of information contained in financial reports & their compliance with statutory requirements.

· Manage the day to day financial transactions of the company.

· Maintain book of accounts in a computerized environment.

· Supervise the whole range of Accounts Payable & Receivable.

· Prepare day to day bank transactions & day to day cash transactions reports.

· Responsible for daily funds position, receivables position & reporting to Finance Manager

· Handle cash management, forex, money transfer and TDS. 

· Manage the Invoice generation Operation & Credit Control.

· Ensure reconciliation of all sub ledgers & general ledger is performed on regular basis

· Ensure General Ledger entries are accurate and in line with Company Procedures & International Accounting Standards.

· Finalize Trial Balance with supporting schedules.

· Ensure effective fixed assets & inventory control is applied.

· Interfacing with Banks for various limits, low cost funding, debt restructuring and effective cost cutting.

· Check Monthly Bank Reconciliation Statements of all bank accounts maintained; resolve any differences in a timely manner.

· Ensure continuous development & improvement of the procedures within the finance department.

· Liaise with external auditors; implement recommendations if any; take corrective action wherever required.

· Conducting physical stock taking & reconciliation.

· Record sales transaction in the system on a daily basis.

· Monitoring and solving of all dispute cases relative to sales.

· Providing the customer with support, when requested, in Finance related queries.

EDUCATION:

· Masters in Business Administration (MBA), Visvesvaraya Technological University, Belgaum, India.

· Bachelor of Business Management, (BBM), Mangalore University, Mangalore, India.
Technical Skills:
· Ms-office: Word, Excel, Access.

· Advance Diploma in Financial Accounting, Professional School of Accounting.

· Tally, Quick Book & Peachtree.

· Advance Diploma in Marketing.

LANGUAGES PROFICIENCY

Good command over spoken and written English, Hindi & Malayalam language.

PERSONAL PROFILE:

Nationality

: Indian

Date of birth

: 25-05-1984
Marital Status

: Married

Sex


: Male

Religion

: Islam
Visa Status                        : Visit Visa [image: image2.png]
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