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EXPERIENCED ACCOUNTS AND ADMINISTRATION EXECUTIVE
Qualified & trained in Administration and Accounts Management with four years of experience (in GCC) combining cross functional competencies in all phases of accounting and two years of Business Development experience having deep knowledge in Retail and Channel Sales.  Possess good communication, interpersonal, negotiation, execution, and presentation and time management skills. 
DESIGNATION  
Accounts / Finance / Administration
STRENGTH
	· MBA (Marketing & Finance)
· Professional In Accounts Management

· Use of Accounting Software
· Efficient  & Reliable Sales coordinator

· Ambitious & Goal-Oriented Team Player
	· Payroll Administration
· Accounts receivables & Payables

· Reporting / Documentation
· Bank Reconciliation

· Financial statement generation






PROFESSIONAL EXPERIENCE 
Accountant:  KMC Hospital Pvt Ltd, INDIA (June 2007 to July 2009)
· Accounts payable, accounts receivable, general ledger, Bank reconciliation, inventory control and payroll data entry

· Maintained a comprehensive alpha-numeric filing system of all the hospital records. 

· Maintained ongoing inventory on hospital products and equipments.

· Posted to General Ledger accounts and Prepared financial statements and reports.
· Liaised with bankers, insurers and solicitors regarding financial transactions

· Monitored proper controls and systems to effectively manage inventory levels. 
Accounts & Administrator: Dima Fashion LLC, Oman (July 2009-June 2011)
· Responsibilities included Accounting, purchasing, merchandising, Sales Co-ordination, customer service, and all facets of running a Textile center.

· Accounts payable, accounts receivable, purchase orders, general ledger and customer service. 
· Developed & executed the budget in order to achieve sales revenue, volume & profit target and promote the corporate brand locally.

· Overall monitoring of handling Purchase and Sales ledger, vouchers, creditors accounts settlement, Bank re-conciliation, payroll, and a/c finalization

SIGNIFICANT ACHIEVEMENTS

· Achieved a continuous growth of 15% in sales and net profit during the sales period in the center.

· Experience gained from different roles and Job titles.

Sales Administrator:  Saudi Arabia

December 2011 – June 2014
· Supporting the sales team includes managing schedules, creating sales documents and proposals, generating reports related to sales activities and revenue data, arrange for products to be sent out, as well as handling customer and prioritizing customer requests while the sales team is out of the office.

· From receipt of customers enquiry- operating effectively in an organized manner.

· Communicating effectively with customers and internally with other departments within the company.

· Review and understand customer requirements, product specifications, Bills of Material and Technical Data Sheets.

· Liaise with Customer Buyers and Engineers to ensure collation of full information at enquiry, order receipt and contract review stages.

· Liaise with Manufacturers on issues arising on open orders and when required.

· Sending enquiries to Manufacturers to ensure price, delivery terms and condition, in order to make offer for customers
· Flexible and prepared to take on any additional duties and overtime working and as when required.




      ACADEMIC PROFILE
Doing ON ICMA INTERMEDIATE
MBA - Finance and Marketing (2005-2007), Mahatma Gandhi University, Kerala, India
Project Training:
· A comparative analysis on various financial products in India with special reference to     
      Karvy stock broking Ltd.

· A study on the potential customers of Reliance India Mobile.

· A study on the options trading as speculative and risk minimizing tool” with reference to    
Cochin Stock Exchange.
Bachelor of Commerce with Computer Application (2002-2005)
VHSE (General Insurance)




          COMPUTER SKILLS
· MS-Excel, MS-Word  

· Tally, Peachtree, User Defined Accounting Software

· Internet research & Email Applications




      PERSONAL DETAILS    
· Date of birth

:
04-11-1984
· Nationality

:
Indian

· Marital status  
:
Married
· Languages Known   :          English, Hindi, Arabic, and Malayalam.

· Visa Status

:          Visit  

“References can be produced upon request”
