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CV No: 1104936
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
	Objectives


· To be an efficient professional in accounting and finance function.

· To add value and knowledge over a period of time in accounts, finance.
· To grow along with the organization.
	Profile


· UAE experience of more than 8 years in accounts payable and system administration.

· Holds Bachelor Degree in Commerce from the University of Calicut.
· Computer training and exposure, viz.  MS Excel, Word, Accounting Packages etc.
	Strengths


I am a motivated self-starter, able to quickly grasp issues and attend to details while maintaining a view of the big picture. I am creative, resourceful and flexible, able to adapt to changing priorities and maintain positive attitude and strong work ethic. I am a clear and logical communicator and team player, able to establish rapport with both management and colleagues, and motivate individuals to achieve organizational objectives.

	Professional Experience


· Auto Spare Parts LLC, Dubai U.A.E

· Designation:   Accounting & System Administrator
· Duration
        :  June 2005  – May 2013
AL Ihtiyathi Auto Spare parts LLC is a leading heavy vehicle spare parts dealer in UAE having more than ten outlets. 

	Main Responsibilities


· Pays vendors by monitoring discount opportunities; scheduling and preparing checks; resolving purchase order, contract, invoice, or payment discrepancies and documentation; insuring credit is received for outstanding memos; issuing stop-payments or purchase order amendments.
· Verifies vendor accounts by reconciling monthly statements and related transactions.

· Reconciles processed work by verifying entries and comparing system reports to balances.

· Charges expenses to accounts and cost centers by analyzing invoice/expense reports; recording entries.

· Pays employees by receiving and verifying expense reports and requests for advances; preparing checks.

· Maintains accounting ledgers by verifying and posting account transactions.

· Maintains historical records by microfilming and filing documents.

· Disburses petty cash by recording entry; verifying documentation.

· Protects organization's value by keeping information confidential.

· Updates job knowledge by participating in educational opportunities.

· Accomplishes accounting and organization mission by completing related results as needed.

· Tracking Budget Expenses.
·  Attention to Detail, Thoroughness, Organization, Analyzing Information.

·  Accounting, Vendor Relationships

	Educational Qualification


· Bachelor of Degree in Commerce from Calicut University – KERALA-INDIA
	Computer Software


· Tally ERP 9.0

· Peachtree

· Visual Basic Accounting Software

· Microsoft Word, Excel. Power Point, Access, Adobe Photoshop
· Image Ready, Illustrator, Corel Drow, PageMaker And Macromedia Flash.
	Specialized Skills


· Monitoring all material purchase 

· Manage all incoming and outgoing funds.

· Co-ordinate with suppliers and management and Preparing Chequesfor payments.
· Co-ordinate with senior managers

· Goods Import & Export 

· Bank Transaction
· Accounts Receivable & Billing

· Preparing and Monitoring payrolls
· Bank  Reconciliation

· Check & Clearing Compliant Computers 

· PC Proficiency, Data Entry Skills
	Personal Data


          Nationality
:
Indian

         Date of Birth
:       10th Jan. 1981

          Marital Status
:
Married

          Religion
:
Muslim

          Sex
:
Male

          Visa Status
:
Visit Visa 

Languages Known

  :
   English, Hindi and Malayalam
Declaration
I hereby declare that all the information furnished above are true and correct to the best of my knowledge and belief.                  


