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Senior Accountant & Auditing Specialist – AVAILABLE IMMEDIATELY TO JOIN
CURRICULUM VITAE
License:Valid UAE driving license
Experience:  B Com with over 15 Years Working Experience in Accounts department out of which3 Years in Dubai.
Key Skills:   Account Manager, Capable of handling account independently, General Accounting, Accounts Payable, General Cashier, Accounts Receivable, Auditing,
Career objective 
To become a competent & dynamic professional working in an organization that places high value on professional growth for self motivated individuals seeking challenging assignments for responsible positions.
Career History
	No.
	Employer
	Designation
	Duration
	Years

	1
	Inderjit Mehta Construction Pvt Ltd
	Accounts Manager 
	Nov’09  -  Till Date 
	6 Year 

	2
	Mehta Contracting LLC         ( Dubai) 
	Sr. Accountant 
	Apr’07 – Oct 09
	2.6 Year 

	3
	B.L  Constructions Pvt Ltd
	Accountant
	Mar’2000-Mar’07
	7 Year


ROLES AND RESPONSIBILITIES:-
Inderjit Mehta Construction Pvt Ltd

Nov’09 – Nov’ 2015
Accounts Manager
Reports To: Director - Finance & Owner. 
Responsibilities - Senior Accountant 
· Prepare and deliver timely and accurate monthly, quarterly and yearly financial statements, daily cash management reports, balance sheet reconciliations and various detailed analysis reports required by laws, regulations, and board of directors.
· Develop and prepare the annual budget with the assistance of the accounting staff and other concerned departments.
· Prepare various board presentations about the financial status of the company.
· Supervise the accounting department’s daily activity and all its functions including accounts payable, accounts receivables, payroll, general journal entries and financial reporting.
· Recruit staff members and oversee training programs.
· Evaluate and assess the performance of the accounting staff to ensure all subordinate duties are completed effectively and efficiently.
· Motivate the accounting staff and encourage them to progress and develop their skills and provide appropriate training to such staff when needed.
· Initiate and/or maintain professional banking relationships.
· Responsible of the company’s cash management including internal and external transfers and manage banking facilities including letters of credit. 
· Work closely with the external auditors, provide all requested details and review their reports.
· Ensure timely payment of the company’s liabilities including taxes.
· Responds to inquiries from the Owner, and other finance and firm wide managers regarding financial results, special reporting requests and the likes.
· Oversee the Chart of Accounts for Costello Construction to accurately reflect cost center income and expenses and general and administrative expenses in order to ensure accurate financial Reporting.
· Track all Company assets and liabilities. Maintain files on loans, vehicles, and property.
· Stay current with industry changes and innovations which may effect the operations, or client expectations of Costello Construction. 
Mehta Contracting LLC (Dubai)
Apr’07 – Oct’ 09
Sr. Accountant  
Reports To:  Director - Finance & Business Support.
Responsibilities –Sr.Accountant
· Ensure an accurate and timely monthly, quarterly and year end close.
· Completes payments and controls expenses by receiving, verifying and reconciling invoices.
· Charges expenses to accounts and cost centers by analyzing invoice/expense reports, recording entries.
· Payroll management, including tabulation of accrued employee benefits
· Ensure the timely reporting of all monthly financial information.
· Fulfil all the daily banking requirements.
· Responsible for the collection of receivables.
· Handling the Petty Cash and ensuring the control on expenses.
· Preparation of Staff Payroll and Benefits.
· Ensure the monthly and quarterly Bank Compliance activities are performed in a timely and accurate manner.
· Monitors and analyses Branch work to develop more efficient procedures and use of resources while maintaining a high level of accuracy.
· Work with the Auditor to ensure a clean and timely yearend audit.
· Supervise the general ledger group to ensure all financial reporting deadlines are met.
· Assist in development and implementation of new procedures and features to enhance the workflow of the department.
· Provide training to new and existing staff as needed.
· Handle personnel issues relating to staff conflicts, absenteeism, performance issues, etc.
· Comply with and enforce all governmental laws, policies and regulations.
· Work with each direct report to establish goals and objectives for each year and monitor and advice on the progress to enhance the professional development of staff.
PERSONAL SKILLS:
· Possess a relevant experience in a construction company.
· Capable of leading, managing and direct subordinate staff, and also resolve employee conflicts.
· Ability to act as a decision maker.
· Thorough knowledge of the Generally Accepted Accounting Principles, International Financial Reporting Standards and SOCPA standards.
· Strong analytical skills especially in accounting and finance.
· Enjoy good communication skills (verbal and written).
COMPUTER SKILLS:
SOFTWARE: - Tally, ERP. MS Office 
OPERATING SYSTEM: -Windows 7, Window vista, Window XP, Windows 98.
PERSONAL DETAILS:
Date of Birth


12 March 1973
Sex



Male
Nationality


Indian
Religion


Hindu
Marital Status

Married
Language Known

English & Hindi
License


Valid UAE Driving license


Visa Status                     Visit Visa
Expected Salary              AED  5000  
DECLARATION:
I hereby confirm that all the above information provided is true and correct to the best of my knowledge.
Date:
Place: - Dubai
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