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Job Objective 

Seeking assignments in the areas of Accounts / Payroll Matters with an organization of repute preferably in Gems & Jewelry sector 

Location Preference: Dubai / Oman / Hong Kong
Profile Summary 

A competent professional with nearly a decade of experience in the areas of Accounts, Finance, Banking Operations, MIS, Statutory Compliance and Payroll functions.  

Adept in implementing financial procedures, maintaining & finalizing accounts as per statutory requirements. Experience in preparing statutory books of accounts, fixed asset register and consolidated reports in compliance with time & accuracy norms. Gained exposure in processing Payroll (including PF submissions with authorities), preparation of quarterly & yearly eTDS Returns of Salary.

Well versed in Custom regulation of Dubai related to Gems and Jewellery segment. Proficient in handling tax matters including T.D.S. formalities, preparing and filing Annual Returns / Income Tax Returns along with computation of total income. Possess analytical & organizational abilities with adeptness in formulating accounting systems, preparing accounting records and financial statements. An effective leader with excellent communication, analytical, team building & relationship management skills.

Core Competencies 

Accounts & Finance

· Maintaining statutory books of accounts viz., journal, ledger, cash book and subsidiaries in compliance with time & accuracy norms

· Controlling payments to suppliers and ensuring debtors follow-up with the Marketing Department for overdue debtor.
· Conducting verification of various books of accounts to detect any possible fraud and ensuring that accounts prepared conform to accounting standards

Payroll Administration

· Managing payroll processing function involving computation of salaries and filing of PF, TDS, ESIC and other statutory returns

· Developing and maintaining documentation and controls for all payroll related activities and procedures; serving as the contact for payroll related issues.

Banking Operations

· Experience fordealing with more than 10 banks for day-to-day operation. 

· Follow up for the inward remittance and making outward TT, Local creditors payment and utility payments by online banking.

· Resolving Bank issues/ queries and developing relation with the bankers. 

· Monthly Reconciliation of Bank Statements. 
Budgeting & MIS

· Preparing the MIS Reports, Cash & Fund Flow Statement and other financial reports to keep a track of financial performance

Employment Details 

Aug'08 - till date: Gitanjali Gems Ltd., China, Bangkok, Dubai and United States of America
Growth Path 
Aug’13 to till date: Temporary relocation to - Diamlink Inc and Subsidiary, New York, United States of America as Manager – Accounts & Finance
Key Result Areas 

· Overseeing accounts function up to finalization for Diamlink and subsidiary.
· Bank Report like Weekly and Monthly Borrowing Base for Diamlink and subsidiary.
· AR AP management, Bank Reconciliation

· Responsible for inter groups reconciliation of all Sales and Purchase Ledger and Inter Company’s accounts

· Monitoring and maintaining Bank Flow, Account Receivable and Payable review
Feb'10 – July’13: Gitanjali Ventures DMCC, Dubai, United Arab Emirates as Manager – Accounts & Finance

Key Result Areas 

· Overseeing accounts function up to finalization for 1 subsidiary with 3 outlets

· Generating Management Report like monthly MIS for Head Office and outlets, Cash Flow, Inventory Report and Gold and Diamond Net Margin and Gold Melting Report

· Keeping close checking with each and every Shipment Made, Stock Movement and Reconciliation

· Responsible for inter groups reconciliation of all Sales and Purchase Ledger and Inter Company’s accounts

· Resolving complicated payment / invoicing queries and communicating outcome to relevant parties

· Actively participating in the ongoing strategic planning process as an integral member of the senior management team

· Monitoring and maintaining Bank Flow, Account Receivable and Payable review

· Accountable for making Online Net Banking Payment to Creditors and Utility bills

· Ensuring inward remittance follows up with the Bank & resolving Bank issues/ queries and developing relation with the bankers

· Carrying out monthly reconciliation of Bank Statements

· Adhering to HR Payroll & WPS, Commissions and Staff Benefits Management as per U.A.E laws

· Handling administrative work for smooth conduct of accounts

Highlights 

· Additional perquisite and promotion in terms of Salary growth in 2012

· Established Accounts Dept. from scratch from subsidiaries in China, Bangkok & Dubai including reporting, MIS, identified loopholes and streamlined and crystalized Account for getting varies kinds of reports.

Dec'09 - Jan'10: Gitanjali Gems Ltd., Bangkok as Sr. Executive -Audit 

Key Result Areas 

· Involved in building accounts and prepared Balance Sheet and Profit & Loss Account

· Conducted audit of all accounts and got resolved the query

· Generated reports and ensured preparation of MIS, Monthly Margin & Expense Analysis Report

Aug'08 - Nov'09: Pacific Luxury & Giantti, Guangzhou & Shanghai - China as Sr. Executive -Audit

Key Result Areas 

· Involved in system set up and process design for accounts up to finalization

· Involved in building accounts and prepared Balance Sheet and Profit & Loss Account

· Verified stock movement and stock reconciliation

· Accountable for Monthly Factory MIS review, Monthly Profit & Loss & Expense Report

· Generated store wise Margin Report and Cost Analysis Report

Feb'05 - Aug'08: Vaibhav Gems Ltd., Mumbai as Assistant Accounts and Finance

Key Result Areas 

· Made Petty Cash, Bank & Cash Receipts and payments

· Accountable for verification and deduction of TDS, Depositing of TDS and Issue of TDS Certificate

· Liaised with internal auditors for Quarterly audit

· Involved in the preparation of MIS Reports, Daily Sales Report & Fortnightly YTD & MTD Report, Weekly Cash Flow & Debtors & Creditors Positions

· Carried out Inter Unit and Groups Reconciliation and ensured preparation of Quarterly TDS return

· Ensured preparation of Half yearly ESI & Professional Tax return and liaised with consultant for Assessment

· Prepared Salary, Overtime and Assortment Charges and Maintenance

· Reviewed Pay Register and ensured maintenance of PF Register, ESIC Register, PT Register 

· Handled general administrative and HR related Work

Previous Experience 

Sep'03 - Oct'04: Godrej & Boyce Mfg. Co. Ltd., Mumbai as Sales Coordinator

Mar'03 - Aug'03: Sanjay Bhatt & Associates, Mumbai as Assistant Auditor

Education

· B.Com. from Mumbai University in 2003.
Other Courses 

· Diploma in Export Import Management from Indian Merchants Chamber, Mumbai in 2004 

· 1 year Computer Diploma course from Boston's Computer Institute in 2001 

Personal Details 

Date of Birth:

9th May, 1982 

Languages Known: 
English, Hindi, Marathi and Gujarati 

Visa Type and Status:
United Arab Emirates- Resident Visa Date of issue: 27th June 2013 Date of Expiry 26th June 2016 ; 
United States of Americas-B1/B2 Date of issue: 28th July 2013 Date of Expiry 24th July 2023
