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Purchase In-charge.

Responsibilities

· Preparation of Purchase plans for electrozan as per stock reports
· Approve purchase Orders which needs to be sent to Suppliers.
· Take Stock Reports & Annual inventories.

· Follow-up with supplier for Credit Notes & Debit Notes.
· Checking Invoices which are received by various warehouses.

· Liasoning with Multiple warehouses on inventories for Updates to Management. 
· Co-ordination with Suppliers for Deliveries
Aug’2005-Mar’ 2009 , Dubai, UAE 

Hub Accountant (Middle East & Asia), GOLD Division

Responsibilities

· Checking All third Party Billings from DHL, DGF Singapore, DGF Japan & Expeditors International, USA. 

· Ensuring that rates incorporated & billed are as per Schlumberger Contract.

· Approving Contracted & Non Contracted,  which are prevailing as per SLB Contract.

· Liaising with all the Hub Managers & Reporting discrepancy & disputes over Billings.

· Taking stocks every quarter and reconciling them which are submitted accordingly to the Management  with analysis.

· Finishing special projects according to dead line set up by the organization.

· Processing invoices into MFG Pro accurately on a daily basis.

Attainments

· Nearly 600 Vendors reconciled every quarter.

· Availing Credit Notes for Incorrect Billings from Danzas-DHL  Dubai, DGF Singapore on the monthly basis.

· Changing the method of Billing from Supplier & 3 Party logistics

· Inputting new Ideas of MFG Pro for Report Generation & Fixing problems of Vendor Reconciliation
Mar’03-June’05 with Abdulla FouadImpalloy Ltd. Co., Saudi Arabia

Accounts Payable Accountant
Responsibilities

· Verifying, computing & preparing a detailed statement based on the approval time sheet received from the site for the manpower & equipment being supplied to the third parties & issue invoice accordingly.

· Keeping proper record of the company accounts receivables & payables. 

· Maintaining records of all the equipment’s, vehicles that are being hired by the third parties & update the same as when its movements are reported by transport supervisor. 

· Coordinating with the clients for account receivables collections. Recording approved invoices in system received from the suppliers and prepare accounts payable reports for the Finance manager.

· Preparing cheques for distribution and keeping safely the unused cheques, payment vouchers & Assisting in monthly payroll. 

· Generating  daily cash balances report and submitting it to the Finance Manager.

· Controlling and keeping a track of the advance payment made to foreign and local suppliers.
· Monthly Bank Reconcillation.
Attainments

· Worked on MFG-Pro Software for more than 2-1/2 years.

· Worked on Saudi Aramco Local Delivery Order (LDOR) Project, as team member, which comprised bidding & Wining the contract for 3 years.

Previous Work Tenure

Mar’02- Feb’03 with First Choice Commercial Ltd., Mumbai, India as Accountant

All Accounting Functions ( Petty Cash Handling , Inventory updates, stock takes ) upto Finalization of Accounts

Academia

Diploma Post Graduation in (PGDBM) from Rizvi Academy of Management, Bandra – Mumbai  in 2002.

Graduated St.Gonaslo Garcia College of Commerce & Arts ( Affiliatedto Mumbai University ), Vasai in 1999. ( B.COM)

IT Purview Knowledge of MS office (Word PowerPoint, Excel), Html, Dhtml, Tally, MFG Pro & Lawson Insight,Chase & Payment Hub.

· Personal Details

· Date of Birth:
   17th April 1979

· Martial Status:   Married, with 2 Kids..

· Nationality: Indian
· Visa status Visit
· Additional :Driving License of Dubai ( Valid ) Hobbies:  Cricket & Swimming.
