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A Proactive, highly skilled accounting and administration professional with more than ten years’ hands-on experience in diverse office environments. Knowledgeable in current industry trends and technology. Experienced communicator and team player. Documented success using MS Word, Excel, PowerPoint and Focus.


Employment Experience

Administrator cum FM Coordinator - (August 2009 to Present)
· Provide executive assistance to the Assistant Facilities Manager in managing all Administrative functions and front offices.

· Developing and implementing Administration and performance measures to ensure simplification and accuracy of work methods and reliability of Administrative functions.

· Ensuring an adequate supply of materials and service for the proper operation of services and enter into supply and service contracts as approved by the management in consultation with Assistant Facilities Manager.
· Up-to-date records of over 500 employees under external contracts. 
· Ensure the effective roistering of all staff in the site.
· Promoted innovative ways to reduce cost within the team.
· Provide the necessary Administrative resources to other functions on site.

· Contribute to the Monthly Management Report.
· Preparing the time sheet of all employees under the contract being handled.
· Assist in ensuring the implementation and management of Risk & Safety work practices.

· Participate in Emergency Evacuation procedures.

· Develop the necessary policies and procedures required for all functions with the scope of the Executive Administration.

· Ensure all site staffs are appropriately trained to meet the requirements of their positions.

· Collecting job request from the call centre and dispatching the same to concern sites.

· Collecting information from all the relevant sites regarding the status of the job request and updating the same in the oracle.

· Continuous follow up with the Technical supervisor for the job completion/ updating.

· Work within predetermined budgetary guidelines
· Preparing monthly planning of employees.
· Ensure compliance with Emrill financial policy and standards

· Promotes innovative ways to add value and reduce costs within the team

· Through regular communication with Line Manager, ensure that the required skills and knowledge to meet the needs of the role are updated and developed, maintaining quality of all staff.
Accountant cum Administrator - Trading LLC Dubai

(October 2007 to August 2009)
· Dealing Accounts & Administration of the Organization
· Prepare purchase requisitions for LPO processing on timely manner.
· Process of supplier invoices including posting&matching of invoices, validating approvals.
· Verifies all requests for payment as per company credit facility and policy
· Ensure completeness of invoices submitted to client to facilitate timely payments
· Maintain an updated list of outstanding receivable and follow up past due invoices through calls, emails or personal visits

· Prepare monthly reconciliation of accounts receivable and generate a report for upper management

· Preparation of Purchase Requisition, Purchase Order for imported and local purchases
· Preparing and submitting all monthly financial statements to the management.
Accountantcum Cashier - Olhuveli Beach &Resort - Republic of Maldives (October 2006 – June 2007)
· Preparing Daily Management Information Report

· Preparing Monthly Statement for third Party Outlets
· Maintaining petty cash and payment vouchers
· Preparing supplier invoices for payments

· Preparing Tour Operator and Local Invoicing
· Preparing month end Stock Valuation Report.

· Well versed with “FIES-Andromeda” Resort Management System.
Accountant cum office secretary Rotary P.S.H Project Perinthalmanna – India, Under Kerala State AIDS Control Society.






April 2002 –September 2006
· Preparing summery sheet, monthly statement and financial statement 

· Consolidating monthly, Quarterly and half yearly statements

· Accounts receivables, Payables and Fixed Assets schedules 

· Vouchers, Day Book and Receipt & Payment A/C  (Manual and Computerized)

· Preparing Bank Reconciliation statement 

Education and Credential



Bachelor of Commerce (B com) from Calicut University -1998 -2001
Post Graduate Diploma in Computer Application (PGDCA)

Special Skills



· Computer & IT 

· Microsoft Office™ (Word™, Excel™ PowerPoint™)

· Windows™ (7™, Vista™, XP™) 

· Tally 4.5 & 6.7 version, Focus- RT & Focus- I, Redsky IT
· Languages Known
· English – Fluent 

· Malayalam – Fluent

· Hindi – Fluent 

· Arabic - Read & write
Professional References
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