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	Career Objective
	To pursue a career in Accounts &Project Coordinator in a challenging work environment with responsibilities for upgrading, developing and implementing creative ideas and enhancing my skills with highest quality standard and gaining valuable experience exploiting professional and personal skills while being resourceful, innovative and flexible.


	Professional Overview
	· Multi-skilled professional with 4 years Accounting, Admin & Project Coordinator work experience in Capital Tower LLC. Dubai (U.A.E). 
· 6+ years of experience as an inventory controller, Accountant, in construction field in India.
· Well versed in accounting packages MS. Access, Tally ERP 9.
· Well versed in MS. Office Application (Expert in Excel sheet)
· Fast learner, result oriented & ability to work with minimum supervision.
· Deep ability to establish and maintain effective working relationship.




	Academic Qualification

	MBA (Masters in Business Administration Specialization in Finance and HR)

B.Com (Bachelor in Commerce) 




	Computer Skills


	Application Software: MS Office-2007

	
	Tally ERP9,

	Personal Information
	Nationality: Indian
	Age: 34
	Gender: Male

	
	Place of Birth: Orissa
	Date of Birth: 05/07/1979
	Marital Status: Single

	
	Languages
	English, Hindi  , Odiya, Bengali

	
	Visa Status
	Employment

	
	Availability
	

	
	Native place
	Orissa, India


	Position Sought
	General  Accountant & Project Coordinator  



CAREER HISTORY
	LLC. Dubai, (U.A.E)
	Nov-2010  to  5th Jan-2015
Reported to: Managing Director. 

	General  Accountant & Project Coordinator 


Job Profile (Areas of experience) ACCOUNTS & PROJECT COORDINATOR
ACCOUNTS
· Report to Managing Director by preparing weekly, monthly financial, Sales & Purchase performance statements.
· Ensure accuracy of information contained in financial reports & their compliance with statutory requirements.

· Maintain and weekly update all receivables Customers date as per their Credit limits.

· Preparing petty cash for drivers and other staff. 
· Prepare Payment voucher, Journal voucher, credit voucher, debit voucher.
· Manage the day to day financial transactions of the company.

· Maintain book of accounts in a computerized environment.

· Processing Payroll and disbursement of Salaries.
· Monitoring customer account details for non payments, delayed payments and other irregularities.
· Manage the Invoice generation Operation & Credit Control.

· Ensure reconciliation of all sub ledgers & general ledger is performed on regular basis.

· Ensure General Ledger entries are accurate and are in line with Procedures Company 

· Check Monthly Bank Reconciliation Statements of all bank accounts maintained, resolve any differences in a timely manner.

· Prepare balance sheet and statement of cash flows.

· Monthly preparation of reconciliation statements (bank reconciliation debtors and creditors)

· Monthly Staff Cost Calculations(payroll, provision for leave salary, gratuity, air passage fund)

· Interact with internal and external auditors in completing audits.
· Liaisons with the supplier, labour supply company.
Administration
· As per Management requirements arranging Visit visa & Tourist visa.
· Preparing  Monthly Reports to Management (Labour Card,Visa,Passport EID Expiry)

· Preparing LPO to arranging Air ticket for all company employees (Leave and cancellation & official tickets as per Management). 

· Handling Head office vehicles to arranging transportation for staff and labor preparing schedule as per requirement.

· Monitoring and preparing reports to Management regarding the company tenancy and vehicle registration renewals.

· Preparing purchase orders as per site requirement. 

· Arranging Accommodation to all employees.  

· Arrange airport pick up and drop for new arrived employees and also arranging transportation for vacation and final exit employees.
· Coordinate with camp in charge regarding camp facilities and arranging requirements to full fill them
· Preparing Monthly reports before 7th of every month and made payments for (Electricity and water bills, Etisalat, Du, & Medical Expenses).
Project Coordinator

·   Attend client meetings and assist with determination of project requirements.
· Assist the PM in the tenders, budgets, cash flows and preliminary schedules.
·   Chair site meetings and distribute minutes to all project team members
· Use project scheduling and control tools to monitor projects plans, work hours, budgets and 

expenditures. 

·   Effectively and accurately communicate relevant project information to the client and project team.       
· Ensure clients’ needs are met in a timely and cost effective manner 

·   Issue Contracts, Letters of Intent, Purchase Orders, etc. 
· Assist the PM in the review of Contractor quotations to ensure that only fair and reasonable pricing is recommended for approval.
· Keep the Project Manager  and others informed about project status and issues that may impact client relations 

·   Familiarity with construction methods and the building materials.
	ACRUX REALCON PVT.LTD. ORISSA,INDIA
	Dec-2007 to Nov-2010 

Reported to Managing Director & Finance Manager

	 General  Accountant  
 


Job Profile ACCOUNTANT
Accounts Payables:
· Vendor files maintenance, managing accounts of Principal Suppliers

· Review invoices with PO with regard to back to back orders

· Sort and match invoices and set invoices up for payment

· Processing payment as per deadlines through cheques for local vendors.
· Maintained Vendor advance payment records.

· Reconciliation of payments / Vendors Account

· Monitor accounts to ensure payments are up to date

· Resolve invoice discrepancies

· Constant follow up with regard to Credit Notes / Missing Invoices

· Correspond with vendors and respond to inquiries

· Preparation of monthly reports

Payroll
· Processed monthly Salaries for 100 Employees.
· Processing Full & Final Settlement Claim of the Employees including Gratuity.
· Preparing Labour supply bills and comparison for management and fallow up for payment with Main Contractors.
General Responsibilities:
· Handling of Petty Cash.
· Daily Vouchering of Transaction 
· Recording of Purchase and Sale Transaction.
·  Daily Bank book maintenance and Monthly Bank Reconciliation.

·  Assist and co-ordinate for the statutory requirements with Tax authorities.
·  Co-ordinate with HR Department for the necessary and took charge of the necessary works during the leave period of the HR department personnel
·  Co-ordinate for the yearend audit finalization.
	SDSS ASSOCIATE CHARTED FIRM, ORISSA INDIA.
	Jan 2006 – Dec 2007
Reported to :  Senior Accountant

	


Job Profile   AUDITOR 
·  Verify accuracy of information in the accounting records.
· Maintenance of system internal control
· Daily vouchering of transactions.
· Verify the assets and liabilities mentioned in report in fact exist.
· Checking the accuracy and authorization of documents.
· Assist and co-ordinate for the statutory requirements with Tax authorities

· Assist the Chief Accountant for finalization of year end Accounts.
· Preparation of audit report.
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