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	 CAREER ACHIEVEMENTS

	
	

	
	 CAREER SNAPSHOT

	
	


	Logistics Executive

Yokogawa Middle East & Africa BSC ©,Bahrain
Import & Export-Coordinator                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
Al Rashid Group BSC ©, Bahrain (Landmark Group)                                                                                    
Customs Clearing Clerk & Later  Promoted as Chief Accountant                                                                                                                                   
	Oct-11          
Oct-10-Sep12

	Al Bayan Shipping L.L.C, Dubai.
	R Mar 2002-Oct 09

	
	 

	
	

	
	

	
	

	
	 PROVEN EXPERTISE
	

	
	
	

	Accounting Functions
· Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy and finalize the accounts. 

· Develop-implement document record keeping and accounting in a computerized environment. 

· Manage company’s finances, accounts, audit systems & procedures, internal controls, MIS, P & L, balance sheet, trial balance and bank reconciliation. 

· Monitor all general ledgers accounts together with costing efforts and its supporting transaction documents. Report to management regarding the finances of establishment.

· Handle complete books of accounts independently up to finalization including books of cash transaction, bank reconciliation, payroll and other related jobs. 
· Take care of accounts receivable follow up; prepare cash flow statements, customer-vendor reconciliation statements & MIS, final accounts i.e. Profit & Loss account and balance-sheet. 

· Prepare various statements such as debtors, creditors, bank reconciliation, salary, sales and profit.

· Review internal controls, business procedures and plan strategies for cost reductions.


	


	Contd…

· Analyze financial records for forecasting the future finances and budget requirements.

· Provide assistance to Auditors in conducting several audits.

· Proficient in dealing with Sales Tax, Registrar of Companies, ESI & Provident Fund, Income Tax and other government formalities.

· Perform analysis on financial transactions and sales performance of the company including liaison with banks and auditors. Manage also official correspondence and communication within the office.

· Deal with vendors and customers effectively in order to maintain good working relationship.
Import & Export  Coordinator
· Opening L/C’s and follow up with suppliers to ensure the Delivery of shipments in time.
· Arrange Documents for Export L/C submission to Bank & to avoid L/C Discrepancies.

· Maintaining import Register and do the costing of import expenses.

· Negotiate with Freight forwarders for Import & Export Freight charges.

· Responds to Customer Logistics Related queries in an efficient manner.

· Monitoring & Tracking the flow of goods into the Warehouse.

· Monitoring all customers orders meet the required Ship & Delivery Date.

· Forecast company monthly sales turnover based on expected shipment delivery date.

· Follow up with vendors to achieve sales target.

· Vendor payment invoice booking through ERP System & issue invoice to customer.

· Sending Commercial Invoice, Packing List , Airway bill, Flight Details to customer for payment
· Coordinating with Warehouse team & tracking the material dispatched by the company.

· Order received during the day is booked within 24hrs TAT with correct Bill to and Ship to address along with the necessary Shipping instruction in SAP
· Follow up with the Collection team for Cash in Advance order before releasing the order for production
· Identifying Safety Compliance issues.

· Preparing the container schedule and delivery arrangements without paying demurrage charges.
· Preparing Export Invoices & Packing list

· Handling of Petty cash.
Customs Documentation

· Passing customs Import & Export On line Bills (E-Mirsal 1 & E-Mirsal 2 For Dubai & Bahrain Customs)
· A good relationship with UAE’s & Bahrain leading shipping companies.
· Maintaining & Controlling of   Heavy Truck Transportation as well as pick ups

· Good working knowledge of Port & Customs Clearance and Documentation.



	
	 ACADEMIC CREDENTIALS
	

	
	
	


	Bachelor of Commerce – Cost Accounting & Cooperation
	2000 

	University of Calicut, Kerala, India


	

	Computer  Accounting
	1996

	A Good knowledge of Tally 

	

	
	PERSONAL DETAILS
	

	
	
	

	  Nationality: Indian                Date of Birth: 22nd March 1978                    Marital Status: Married

                       Visa Status: Employment Visa     Languages: English, Hindi, Arabic & Malayalam.
IT Skills: Tally, Windows 2000, MS Office (Word & Excel) & Internet applications




	
	
	

	
	
	

	

	


