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NAVEEN  
Mobile: Whatsapp +971504753686 / +919979971283
E-mail: naveen.197553@2freemail.com  
Dubai, United Arab Emirates
______________________________________________________________________________ 
CAREER OBJECTIVE
  
Seeking a position in Accounts & Finance with a reputed organization where my potential matches the organizational growth and   contributes for the achievement of my career and equips myself with rich skills, hard work.
CAREER PROFILE:

· 4 + years of experience in accounts with reputed organizations in India.
· An ICAI Finalist (Institute of Cost Accountant of India) & a Graduate in Commerce (B.Com.).

· Well versed in Tally & MS Office applications.

· Proficient, prearranged and detail-based professional with extensive knowledge in accounting functions.
· Can handle finalization of accounts.
· Hold strong logical and crisis handling skills, with the aptitude to formulate well planned decisions.
· Highly adaptable to change in a constantly changing environment
· Outstanding written and spoken communication skills.

· Highly dependable, cautious, principled and loyal.
· Inter personnel skill for constructive teamwork.
· Original in the completing projects, efficient in multi-tasking and submitting projects within deadline periods.

EXPERIENCE:             

· Accountant, AXEL METAL BUILDINGS (INDIA) PVT.LTD.(1ST june 2011 to 31ST august  2013) 
· Accounts & Audit Assistant, HAMPSHIRE MANAGEMENT CONSULTANT PVT.LTD. India (april 2010 to march 2011)

· Accountant ,TONY & TONY BUSINESS CONSULTANTS,India(6th January 2009 to 1stmarch2010)
Responsibilities:
· Preparation of MIS reports.
· Landed costing, product pricing, stock aging report

· Preparation of monthly cash flow statement 
· Involved in auditing and finalization of Accounts

· Received and recorded invoices and arranged payments.

· Reconciliation of Supplier Accounts and GL Control Accounts.
· Reconciliation of bank statements.

· Verification of Sales Bill and Supervising recording of sales entry
· Internal audit, Inventory valuation
· Preparation of project report and reporting to management

· Branch audit and vouching of transaction 
· Handling accounts and preparation of reports

· Preparation and documentation of day to day transaction

· Prepare and send invoices to debtors

· Calculate and distribute wages and salaries.

· Prepare regular reports and summaries of accounting activities.

· Prepare financial statements and debtors’ listings / Check customers’ credit ratings

· Verify recorded transactions and report irregularities to authorities.

· Maintained all aspects of finance, accounting, marketing and data processing for the company.

· Credit control and collection of accounts payables and receivables.

· Prepare invoices and delivery notes.

· Established and maintained close relationship with bank authorities and auditors, ensuring compliance with all regulatory bodies.

· Handled employee leave records, booking tickets, liaisoning with Dept. of Industry & Commerce.

· Ensured that there are effective internal controls.

· Journalizing and reconciliation of Bank Transaction
· Tracking of day to day collection and remittance of Service Tax monthly

· Supervised, and recorded operating expense of the company

· Preparing monthly reconciliation and quarterly reports.

· Performed various ledgers activities and journal entries

· Maintaining and manage all accounting records including source documents.

· Journalizing cash book transactions
ACADAMIC QUALIFICATION
 
· ICAI Finalist under ICAI (Institute Of Cost Accountant Of India)– year 2010.
· B.com under University of Calicut - year 2003-2006.
 
TECHNICAL QUALIFICATION

· Tally
· Microsoft Office Suites
· Knowledgeable on internet operations.
PERSONAL PROFILE 

· Date of Birth

: 18.09.1985
· Sex


: Male
· Nationality

: Indian
· Material status 

: Single
· Linguistic Abilities
: English, Malayalam, Hindi, (speak).
· Visa Status

:Visit Visa






