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Career Objectives:  

 A Challenging & rewarding position to reach the zenith in the field  of Accounting with growth oriented firm that offers diverse job responsibilities and the opportunities for advancements.
Strength
· Interpersonal-Communication Skills


Computerized financial accounting

· Proficient Computer Professional


Budgeting-Forecasting-Planning

· Capability to handle Multiple Projects

Dedicated Personality-Team Player
Professional profile    
· A vast experience in accountancy and finalization of accounts.

· Credit Control and Collections with a focus to control the age debts of the organization 

· Self- motivated and able to function well independently or in a group environment.

· Keen for new experience, responsibility and accountability.
Education
M Com (Master of Commerce)     

SRTM University
June’03-March’05

Marketing & Finance Management
B Com (Bachelor of Commerce)

Osmania University
June’00-April’03


Professional Experience
Senior Accountant –Trading &  Real Estate –Nizamabad AP- India

Senior Accountant in M/s Teejan Trading & Real Estate for one year from May’13 to April’14
Duties & Responsibilities
· Maintaining proper up to date accounting books and records.
· Monitoring & controlling general ledger by passing journal entries on daily basis.
· Holding responsibility for Petty cash on daily basis.
· Processing of all accounts payable transactions, ensuring accuracy of each payable and check preparation for all approved payables. 
· Payroll preparation and distribution.
· Filling all documentation & monitoring of Internal Control

· Performing other tasks that may be assigned from time to time
· Timely submission of the following management reports.

· Weekly bank & cash report

· Monthly financial statements and bank reconciliations 

· Monthly cash flow projection.

Assist the external auditors at year-end including preparation of schedules, invoices and explaining supporting materials and procedures
Senior Financial Accounting Assistant –Aetna International–Dubai UAE                     
                                                                                   


 
Senior Financial Accounting Assistant in M/s Aetna International in Dubai, U.A.E for One Year Three Months from Jan’12 to April’13
Duties & Responsibilities
· Maintaining general ledger, including preparing general entries, coding invoices, accoun1ts analysis and reconciliation, closing books monthly, setting up new accounts.
· Processing of all accounts payable transactions, ensuring accuracy of each payable and check preparation for all approved payables.
· Handling multiple currency Accounts for Head office and other region.
· Holding responsibility for Petty cash on daily basis.

· Verification of LPO’s, Coding and posting of approved expenses in respective GL accounts, Cost centers and ensure all LPO’s are approval by the department head as well as financial controller to avoid any miss appropriate cost center.
· Performing accounts payable duties such as paying, and verifying all invoices for payment and ensure expenditures are charged to appropriate accounts.
· Making sure accuracy, integrity & quality of all Payments made to supplies properly.

· Making sure approved payments are released per agreed payment terms and all supporting documents are in compliance with company policies & procedures and approved by MD & RFC.

· Preparing Transmittals and submitting to the treasury department to releasing the payments on time.

· Responsible for dealing with any Payment related queries, via Email & Telephone
· Liaising with treasury department, if any query with relates to delay in payments.
·  Preparation of statement of account (SOA) for customer in coordination with credit control department to reconcile discrepancies and ensure timely processing of refunds as requested.

· Highlight Potential issues affecting expenses or balances.
· Preparation of bank reconciliation statement on monthly basis and reconciles inter-company ledgers.
· Maintaining Corporate Credit card and paying o/s before due date for each card.
· Maintaining and updating records of fixed assets schedules and all other financial documents as necessary.
· Assisting in monthly closing Process such as Prepaid, Accrual entries, Depreciation, Salary journal, Revenue recognition, and expanse reporting and accounts reconciliation.

· Assisting in preparation monthly consolidated financial statements (Cash flow, come

 Statement and balance sheet)
· Assisting in the Documentation & Monitoring of Internal Control

· Performing other tasks that may be assigned from time to time
· Reconciles Financial Discrepancies by collecting and analyzing account information.

· Securing financial information by competing data base backups.

· Assisting the external auditors at year-end closing that includes preparation of schedules, invoices and explaining supporting materials and procedures.
Credit Controller – Aetna International –Dubai UAE
Credit Controller in M/s Aetna International in Dubai, U.A.E for Three year’s Eight Months from April’08 to Dec’11






Duties & Responsibilities

· Responsible for collection of invoices and holding responsibility for the ledger 

· Collecting outstanding invoices thru telephone, by letter, fax or email in order to obtain payment for overdue invoices.
· Responsible for dealing with any invoicing queries, arranging for the issuance of credit notes if necessary.
· Make sure accuracy, Integrity & quality of all invoices produced for customers properly.

· Assessing the credit worthiness of new and existing clients 

· Managing debtors ledger and allocation of cash

· Maintenance of credit limit control schedule

· Review the documentation to be issued with each invoice and ensure all terms and conditions requirements are fulfilled before invoices are sent to customers for prompt payment.

· Chasing to Client or Broker for the outstanding Invoice’s or premium invoices to clear Overdue.

· Preparation of Outstanding statement, if require by client or broker to know the details of outstanding bills or invoices in their account.
· Generation of Age Debtor Report thru MIS reporting System on daily basis before chasing payment to broker or client on premium due or over due’s.

· Visiting Customers to build and improve relationships leading to collections success.

· Close liaising with sales team with a view to sharing experiences and problems so that both the company’s credit control and sales targets are achieved.

· Follow-up and arrange for timely collection of receivable and deposit cash and checks with bank on the following working days.

· Deposit Collection check into bank daily basis

· Keeping track record for daily collection via bank transfers /Checks from clients and allocate to appropriate account.
· Preparation Cash Allocation Report and cash un allocated Report on Daily Basis. 
· Maintaining list of returned or bounced check from bank and follow-up with the customer for replacement check or redeposit check for collection in bank or else giving an alternate solution to customer for making bank transfer to avoid any delay in payment.

· Passing journal or adjustment entries in GPS to settle accounts. 

· Integration After completion of allocation part with GPS.(Great Plain System)

· Analyze Age Debtor Report region wise and highlighting the top 20 clients where the money is getting stuck.
· Regular report to senior level management to discuss on aged debtors report & Implement proper system & Procedures to control or clear the rows from age debtors by collecting payment within TAT. 
· Conducting weekly Credit Control meeting with management team to highlighting the issues related to the clients or brokers over dues.

· Generating MIS Report, Upload Act I sure report in excels format & preparation of Financial Reports required by the Management.

· Preparation of all financial report in GPS (Grate plain System)

· Running the Report in GPS for Trial Balance, Balance Sheet, P&L account, Premium Bodru, Claim Bodru & Bank Reconciliation report with Excel Environment required by Management& Finance Manager.

· Assist the external auditors at year-end including preparation of schedules, invoices and explaining supporting materials and procedures.
· Analyze the computerized reports & Provide relevant highlights to the top management.
General Accountant – Al Basata Spare Parts LLC (Group of Companies & Transport Division) –Dubai UAE
Group Accountant in M/s Al Basata Spare Parts Group of Companies in Dubai, U.A.E for Three year from April’05 to March’08
Duties & Responsibilities
· Maintain general ledger, including preparing general entries, coding invoices, accounts analysis and reconciliation, closing books monthly, setting up new accounts.

· Plan, Schedule and control the work of the Accounting Department.

· Checking bank statement on daily basis updating balance status to managing director or Finance manager to control and mange cash in bank account.
· Bank reconciliation on weekly basis to up to date in out record for banking transactions for all groups as well month end reconciliation of all bank accounts.

· Manage effectively all aspects of the monthly payroll and employee related benefits. 

·  Verifying the salary statements of the Employees generated by concerned Dept. (payroll) & getting the approval from MD or Finance Manager to release the payments.
· Oversee accounts receivables collection from individuals and institution. Reconcile customer accounts.

· Perform accounts payable duties such as verifying all invoices for payment; ensure expenditures are charged to appropriate accounts.

· Preparation of Import Order, Import Billing, Checking Inquiries and Quoting Prices to the customer vise versa.
· Shipments clearing from freight forward company and submitting import Document to bank.

· Closing liaise with bank on payment relates issues.
· Opening of LC/LG in Bank and monitoring its expiry and renewal requirements. 

· Disbursement of payment to local and Foreign Supplier’s as per their Currency through Telegraphic Transfer (TT)
· Coordinate with all braches for the timely submission of all documents and reports required by Accounts department.
· Stock inspection monthly or annually.

· Update records for fixed assets and all other financial documents as necessary.

· Assist the external auditors at year-end including preparation of schedules, invoices and explaining supporting materials and procedures.

· Generating all Financial Reports with Business Management System (BMS), Winsoft2005 & export into Excel Environment for submission to management.
Technical Skills
· Diploma in IFRS from ACCA-UK(pursuing)
· Advance Diploma in Computer Application(ADCA)
· Diploma in Hardware Maintenance (DHM)
· Diploma in Financial Accounting (Manual & Computerized) from American Accounting School Hyderabad.
Computer Skills
Operation System  


: Ms-Dos, Windows 9x, 2k, xp.


 Ms-Office



: Word, Excel, Power Point & Access
 Data Base Management System 
: FoxProw2.6, Business Management System (BMS)                






              Win Soft 2005.
     Accounting Packages

            : Tally9.2 & 6.3, Focus, Wings & WingsPro2000, 

  Peachtree & Quick Book & project in Peachtree.

ERP Packages


: SAP FICO(ECC6.0),GPS-Microsoft Cooperation & 






  Act I sure System (Citrix).
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I shall hereby declare that all the above mentioned information is true to the best of my knowledge.
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Nationality		:		Indian 


Marital Status		:		Married	


Age			:		32 yrs


Visa Status		:		Visit Visa














