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I will contribute my zeal of working with commitment, honesty & sincerity to achieve the organizational goal and to grow with the organization working for.
Key Skills

-Good analytical and problem solving skills. 
-Sound knowledge of handling Accounting system.
-Strong ability to use an automated accounting system.
-Good organizational skills.
-Computerization of Accounts of almost all types of business organization using Oracle base Orion - accounting system & Tally ERP 9 and above.

-Other relevant Accounting works.
Professional Experience

Job Profile







   November 2010 to February’2015 
Accountant (Credit Control Dept)
· Produced the Monthly bank reconciliations of the 5 bank accounts posting all transactions to the ledgers.
· Responsible for maintaining accounting ledgers and performed account reconciliation.
· To maintain the status of funds.
· Performing account analysis and account research.
· To process accounting transactions.
· Responsible for expenditure and collection transactions.
· Handled customer inquiries, researched problems and developed solutions.
· To train the junior accounting clerks.
· Researched problems and processed corrected payments.
· To maintain records of payment information.
· Managing vendor accounts, generating weekly on demand cheques.
· Maintaining track record of company’s expenses.
· Assisted In carrying out Company’s internal Audit.
· Carried Out various Functions related with bank from loans to online banking.
	
	


· Basic Knowledge of preparing LC documents & Bank Guarantees.

· Handled monthly journal entries, accounts and various ledgers
· Preparation of ledgers & regular accounting.
· Provide collections expertise in location and notification of delinquent customer accounts.

· Provided all client monitoring of delinquent or past due accounts, and collaborated closely with clients and sales representatives to resolve billing disputes.

· Maintaining debtor’s individual accounts and follow up with the payments.
Branch Accountant 

I was also designated as a Division Accountant to handle Auto Service Centre Branch is one of the Auto workshop Division of TRE, located at Al-Barsha – Dubai. Brief details of my scope of work as below.
· Maintaining cash book, General Ledger, handling and checking all the petty cash vouchers to ascertain proper debiting and charging, journal and subsidiary accounting record as per statutory requirements. 

· Handled office administration, cash and bank transaction.

· Handling accounting and finance activities including classification of bills based on various heads of accounts, preparation of quotations, invoices, maintenance of various register etc.

· Preparing stock reconciliation statements.

· Purchasing/ procurement of consumables and inventory control related items and allocation of the same to respective jobs.

· Responsible for handling the branch accounts independently including job costing & profit reporting

· Handling payments, attend payment enquiries, handle suppliers, and maintain books of accounts. 

· In charge of local purchases and payroll functions.

· Monitor on Store Department.

· Monitor all general ledgers accounts together with costing efforts and its supporting transaction documents. Report to management regarding the finances of establishment.
OSWAL MACHINERY LTD., Anand, india.  Industry engaged in the manufacturing activity of Material Handling Load lifting equipment and material transferring system for the last five decade. Equipments manufactured are widely used in Engineering Industries, Mines and Cement Plants

Accountant 







         
          Aug’2004 to Oct’ 2010
Here I was designated as Assistant Accountant and responsible for total Accounting and Finance related matter narrated as below.
· Liaison with Banks and Financial Institution.

· Income Tax and Sales Tax related matter in consultation with C.A. Firm 
· Sales and purchase related work

· Inventory Control of all kind of inputs used for production
· Customs and Central Excise related work for clearance for domestic sales as well as export Sales.

	
	


· Over and above I am also partly responsible for HRD department.   

· Preparing P/L A/c Balance sheet up to finalization.
· In short I am responsible for the total accounting and finance related matter and directly answerable to the management / Board of Directors


vIJAY mISTRY cONTS. & rAJKAMAL bLDRS pVT lTD., aHMEDABAD, INDIA – 
This Company is one of the oldest and reputed company in India for the construction of Bridges over river bridges, fly over bridges etc.
Administrator Officer                                                                                 Jan’2002 to July’2004
· As Administrator officer Here, I was incharge of total Administrative Work at Toll Tax Point including Tally of day-to-day routine work plus cash Handling and Banking related Work and liaison work with Government Departments


Shiv Financial Consulting Agency, Petlad, India.
Administrator Officer                                                                                     May’00 to Dec’2001
· Daily routine work related to Share Market with “N S E” & “B S E” Terminal.
Accounting Software Known
	
	· Tally ERP 9
· Oracle based Orion accounting system




Education

gujarat University, aHMEDABAD, GUJARAT, INDIA
Bachelor of Commerce:  May’ 1999
	Personal Information
	


· Nationality

: Indian
· Date of Birth

: 21st November, 1978

· Marital Status

: Married
· Depended

: 6
· Languages Known
: English, Gujarati & Hindi

· Visa Status

: Employment Visa

· Driving License
: Valid UAE Driving License                          

· Visa Expiry on

: May’ 2015
