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	CAREER OBJECTIVES & SUMMARY:


Competent Accounts and Finance professional have more than 15 years experience in different industries covering mid size Construction & Manufacturing industries. I have handled complete Accounts, Administration, Manpower Management, Labour Relations across levels. Previously working with construction companies in Sharjah & Dubai, Managing complete accounts, all activities related to labour supply and legal PRO and Accountant work including liasioning with UAE Govt. authorities for day to day functioning of the operations.

Looking for a challenging assignment as Accountant cum PRO in any prestigious organization where I can utilize my knowledge and expertise to achieve the goals and objectives of the company with personal and professional growth.
	RESPONSIBILITIES


A. Preparing Cash Vouchers, Journal Vouchers.

B. Prepare Sub Contractors / Suppliers - Bills & making payments.

C. Prepare Hirer Bills & Equipment bills.

D. Prepare Trial Balance & Balance Sheet.

E. Follow up the Banking Transactions.

F. Maintain Equipment Staff’s Salary & Bata.

G. Prepare Cash indent.(Budget).

H. Prepare Project Preview-Cost analysis.
I. Maintain manual Ledgers as well as in computer using Tally.

J. Maintain Minimum Stock level - Manual & Computer. 

	LEGAL KNOWLEDGE:


A. Prepare man power supplier bill – Sub contract.

B. Make Sub contractor & Main Contractor Commercial Agreement (LPO).

C. Prepare WPS (Wages Protection Systems-Salary).
D. Prepare Monthly Cash Flow Statement.
E. Prepare Bills Receivable/Bills Payable Statement.

F. Full activities of Dubai Commercial license & Sharjah Trading license renewal. 

G. Handling Tenancy Agreement Renewal – Commercial, Residential.

H. Handling Visa Process Work permit to Visa stamp in Passport & Visit Visa process also.

I. Handling Visa Cancellation, absconding &Tamim – Labour & Immigration.

J. Liasoning with Tasheel, Labour office & Immigration Transaction.

K. Handling Commercial & Non Commercial Vehicle License Renewal. 
	EMPLOYMENT DETAILSS:


	Sl.
	Company
	Designation
	Duration
	Location
	Projects worked

	1.
	Prestige & Development Contracting,
	Senior Accountant cum Admin
	Oct.2014 to June 2015
	Dubai, UAE
	Athena – Yas Island – Building Basement Planning, doing work

	2
	Tiwari Construction Co LLC.
	Accountant cum PRO
	Sep 2012-Oct 2014
	Sharjah, UAE
	ACC Gate Tower, Sky Tower -Abudhabi

	3
	Anchor Ceramic Company (P) Ltd
	Senior Accountant
	Aug 2010 -May 2012
	Chennai
	Avadi UGSS Metro Work

	4
	Trichy Sumathi Steel Rolling Mill.
	Accountant cum Cashier
	Jan 2010 - July 2010
	Trichy, Chennai
	Steel Rolling Mill

	5
	Rock and Arch Constructions (I) (P) Ltd.
	Senior Accountant
	Nov  - Dec 2009
	Erode, Chennai
	Pollachi Water Supply 

	6
	RPP Constructions (P) Ltd.
	Senior Accountant
	Oct 2007 - Oct 2009
	Madurai, Chennai
	Madurai Corporation Water Supply

	7
	P&C Construction (P) Ltd.
	Senior Accountant
	April 2007 - Sep 2007
	Madurai, Chennai
	Madurai Corporation Water Supply

	8
	Anchor Ceramic Company (P) Ltd.
	Accounts Officer
	July 2003 - April 2007.
	Mayiladuthurai, Chennai
	TWAD Sewage division 

	9
	Dheeta Info Systems
	Administrator
	Nov 1999 - May 2003
	Trichy, Chennai
	Computer Accessories.


	EDUCATIONAL QUALIFICTION


	Sl. No.
	Degree
	University/College
	Year of Passing
	Class

	1.
	B.Com
	National College, Trichy, Bharathidasan University, Chennai.
	1994  to 1997
	Second class

	2.
	MBA, Finance 
	Adaikalamada Institute of Technology, Bharathidasan University. Tanjavur, Chennai.
	1997 to 1999
	Second class


	COMPUTER SKILLS


Diploma in Computer Applications in SS Computer Centre, Trichy, Chennai.
P.G. Diploma in Computer Application with First division from Bharathidasan University, 2001.

Excellent command over MS Office 2000 all application like MS Word, MS Excel & Powerpoint.
COMPUTER SKILLS

	ACCOUNTING SOFTWARES


Tally 9 
	PERSONAL DETAILS


Date of Birth


: 20th March 1976

Nationality 


: Indian
Marital Status


: Married
Language Known

: Fluent in English & Tamil (Read, Speak & Write)



  (Hindi -Speak)
	DECLARATION:


I here declare that the above mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.

