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William
Email Id: William.224459@2freemail.com 
Objective
Seeking a responsible and challenging position with an aim to contribute positively towards the achievement of organization objectives and improve professional skills.
career profile
· A self motivated and hard working accountant experienced in business administration and general accounting work in the past 20 years.
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.

· Excellent written and verbal communication.
· Highly trustworthy, discreet, ethical and efficient.

· Well Versed with Sage, Oracle and Tally.

Work Experience

Company Name
: Bucomac Industries Ltd, Abu Dhabi – UAE.

Designation

: Accounts Executive.

Year


: 14 1/2 years (from 25th June, 2000 – present).

Job Description

· Daily collections of cash/cheque from customers and deposit in the bank.

· Keeping track of all bank balances on daily basis and updating to the management.

· Coordinating with senior accountant for Annual Budgets preparation, monthly forecasts and strategic plans for potential development site.
· Preparing monthly financial reports and generating ad-hoc reports to support senior accountant.
· Supporting to prepare timely required MIS. 
· Scrutinizing General Ledger and sub ledger and pass necessary correction entries.
· Performing Expense analysis and providing reports to Management regarding significant expense fluctuation.
· Coordinating the end of month closing process to ensure all corporate deadlines are met and information is presented. 

· Checking Intercompany transactions and assuring right transaction entries have been flown to accounts.
· Preparing monthly Sales, Cash, and Bank reconciliations.
· Administering Payrolls.

Company Name
: Efficient Gadgets Ltd.,  Mumbai, India.
Designation

: Accountant cum Purchase Asst.
Year


: 31/2 years (from 10th Sept, 1996 to 25th May, 2000)
Job Description

· Preparing sales invoices; credit note/debit note for adjustments

· Receiving collections and updating customer accounts/records on time.

· Generating statement of account to customers and follow up their payment.

· Checking purchase orders and entering in the system after approval.

· Resolving account discrepancies in invoices before supplier payments.
· Process payments of suppliers and other expenses on due date and keep records in the system. 
· Handling petty cash with day to day expenses and utility bills payments.

· Preparing, entering and posting of all petty cash expenses.

· Preparing petty cash cheque for reimbursements.
· Bank Reconciliation.
· Day-to-day update of Bank transactions on the Accounting software.

· Follow up all receipts, bank transfers, payments and charges on all bank accounts.

· Managing Cash Sales.

· Maintaining proper records of cash sales.

· Collecting all cash regarding cash sales from sales department and sending to bank for depositing on daily basis.

· Informing concerned sales personnel regarding the pending cash invoices.

· Purchases

· Handling Import and Local purchases.

· Maintaining proper record for import purchases.

· Managing purchase of packing material and Stationeries.

· Maintaining proper record of local purchases.

· Posting day to day purchases.

· Posting receipts and payments.

· Preparing all reports, records, documents and accounts for annual audit purpose.

· Managing & coordinating Payroll function for employees.
Company Name
: Uni Sound Electronics Co. Ltd., Mumbai – India.
Designation

: Accounts  Assistant.

Year


: 8 years (17-09-1988 to 31-08-1996)
Job Description

· Handling customer cash collections and deposit in the bank.
· Reconciliation of bank statement against bank ledger.

· Supervising Accounting and Administrative Staff.

· Preparing sales invoices as per quotations and orders.
· Follow-up of customer collections and customer reports.

· Executing general office duties and administrative tasks.

Academic & Technical Skills
Education: 
Graduation

: Bachelor of Arts (Accounts from Coaching classes)
Year


: 1979 – 1981
University

: Kanpur University
Professional Qualifications: 
Certificate: 

· Graduation in Faculty of Commerce & Management Studies, Taxation.

· Diploma in Materials Management.

· Post Graduate Diploma in Computer Science.
Computer skills: 
· Province in computer application. (MS Excel, MS Words, Internet Explorer, Outlook Express, Microsoft Windows 7, Oracle 11i & R12 applications)

Skills: 
· Strong initiative and self-starter with the capability of learning quickly in a fast-paced environment. 
· Punctual, reliable and willing to work overtime when needed.
· Excellent communication and convincing skills.

· A strong team player who is willing to help others.

· Self confidence and ability to work under pressure.

Seminars: 
· Customer Service Skills  

· Effective Communication Skills

· Time Management Strategies

Personal Particulars
Date of Birth


: 05th May, 1959
Marital status


: Married

Religion


: Christian
Nationality


: Indian
Visa Status


: Residence visa since 2000
Languages Known

: English, Hindi, Kannada, Konkani
Declaration
I hereby declare that the above given details are true to my knowledge.

Yours truly,
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