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Dear Sir/Madam,

In pursuit to further carrier prospects and widen the horizon of my knowledge and experience I am exploring the possibilities of a challenging assignment in an organization of repute.

I am sending my resume for your kind perusal and consideration.
 I am interested in expanding my professional horizon by seeking a new challenge in your esteemed group and further develop, expertise and experience in Accounts/Finance and Management.    During the period of experience in Practical background of Accounting, I have acquired hands on experience in Accounting. With such experience, I have gained accounting skill independently up to finalization of the company and exceptional skills in developing a close relationship with co-workers as well as a strong ability to communicate, motivate, and guide them in their job. I believe those qualities shall contribute significantly to the success of the company


I will be pleased to hear from you soon

Yours truly


	


RESUME

                                 
In pursuit my instinct passion for the Accounts field, I have always been statistically aiming to reach to the pinnacle of this realm.   Desirous to excel, I am looking forward to a challenging position that entails an extra ordinary hands at deft with highly progressive organization committed to impart excellence and utilize my experience & expertise to the maximum. 
Summary

· Highly motivated professional of Accounts with a proven track record of success.

· Strong communication, interpersonal, negotiation, organizing & documentation skills.

· Extensive knowledge from the beginning to the finalization of Accounts.

· Pro active and highly analytical skills.

· Exposed to Accounting & Auditing works of companies (large or small).
· Liaise with various departments and all levels of staff effectively.

· Held in awe & received acclaim and appreciation throughout the career.

Career Profile
Since May-2012 to till date
Name of Organization
:
Kelvin Gulf General Contracting Co LLC, Abu Dhabi.
-  The company focused in the electromechanical contracting, providing MEP services mainly at oil field sector.
Position Held


:
Senior Accountant.
Job profile:-

· Responsible for managing all Accounting, Auditing and finance functions and reporting to finance manager.
· Preparation of periodical financial statements such as profit & loss A/c, balance sheet, Bank re-conciliation and other MIS reports.
· Liaise with project managers to ascertain the working progress of each job.

· Timely Preparation and submission of invoices, Receivable statements and arranging meetings with clients.
· Proper documentation of accounts receivables and payables.

· Account receivable follow ups and Debtors account reconciliation.

· Preparation of age wise analysis of account receivables and ensure the prompt collection of account receivables.
· Liaising with banks for Import LC Documentation, Receivable LC and for other facilities.

· Handling cash and bank transactions efficiently.   Handling PDC payments and receipts
· Negotiating with suppliers for price and credit facilities and processing approved LPOs.
· Liaising with Auditors.  Coordinating Interim and Final Audit 
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Since March 2008 to April-2012 and 
since March 2002 to June 2006
Name of Organization           :
1) Silver Line Shipping and Clearing co LLC.





2) Silver Line Transport LLC.





3) Top Notch Mechanical and Steel Work shop.
- One of the reputed and leading Shipping, Clearing & Transportation Company with its own vehicle maintenance and trailer manufacturing unit in Dubai, U.A.E. 
Position held


    :
Senior Accountant
 Job profile:

· Responsible for managing all Accounting, Auditing and finance functions 
· Preparation of periodical financial statements such as–profit & loss A/c, balance sheet, Bank re-conciliation, receivables & payables statements, pay roll and other MIS reports.
· Preparation of Budgets, Cash flow projections, performance measurement, strategic planning, resource planning & management, operational controls, profit analysis.
· Processing and approving of LPO, Spare parts procurement, purchase of materials and tools for garage, liaising with insurance companies on accident vehicles.
· Preparing daily outstanding statements for debtors and creditors, debtors collection and follow-up, reconciliation and negotiation of payments and receipts, fixing credit limit and credit period for clients, Classifying debtors according to performance and turnover, arranging meeting with clients. Reporting to management
· Review and monitor the rebates and deductions from the invoice and report to the management

· Organize the internal audit function , preparation of audit plan, assigning work, scheduling and estimating resource needs
· Liaising with Auditors.  Coordinating Interim and Final Audit 
July-2006 to February 2008 

Name of organization
     :     Spadamco Holdings 

-One of the leading business group in UAE which extended its hands into diversified business fields like contracting, retail and hospitality industry.

1) Applied Corrosion Technology Co LLC – An Oil Rig Maintenance Company with over 300 employees and the biggest of this kind in UAE.

2) MEGAS FZ LLC – Processing and Importing Garnet


3) Mechany Fashions LLC – Operating kids fashion outlets; selling ‘Osh Kosh B’gosh’ branded garments.

Position held


    :
 Accountant
Job profile:
· Processing of approved site requisitions
· Purchase and payments
· Debtors collection and follow-ups
· Debtors and creditors account re conciliations
· Monitoring Bank account and handling petty cash
· Planning and organizing internal audit functions like audit planning, assigning of tasks 
· Preparation of payroll and employees benefits
· Bank reconciliations and credit card payment re conciliations  
Page 2 of 3

2000 to 2002 

Name of Organization           : M /s ALUKKAS JEWELLERY, Head office, INDIA

The biggest jewelry outlet in India having branches in Middle East Countries

Position held


    :
 Accountant

Job Profile:
· Preparing daily transaction report, monitoring bank accounts, controlling PDC issues

· In charge of  Accounts Receivables, Payroll, stock register, suppliers payments and inter branch transactions

· Controlling purchase department for day to-day activities, Maintaining monthly reports for suppliers & sub-contractors payables, Negotiating with suppliers for credit facilities

· Preparation of periodical MIS reports, preparation of periodical profit and loss account and Balance sheet.
· Maintaining company’s Fixed Asset schedules and Depreciation calculations 

· Preparing all the necessary documents and liaison with bankers for finance

Dealing with income tax, sales tax and labor acts
Qualification

· B.Com (From Calicut University, Kerala, India)

· C.A. intermediate – India (course completed)
· Accounting Software: ERP- Navision ,Tally ERP-9,iScala Pegasus Cargo Management, Bitstream Vision Accounting and Microsoft MRMS
· Computer Skills: Windows, Ms Office, Multimedia, Internet
Personal Profile

Gender


:
Male

Nationality


:
Indian

Date of Birth


: 
31 – 05 – 1976  

Marital Status

:
Married

Languages Known

:
English, Hindi and Malayalam 

