[image: image1.jpg]



[image: image2.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




CV No: 1397544
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc


In pursuit of a challenging career where I can utilize my Accounting , Administration, Human Resource and Leadership skills  to be part of a dynamic organization & to contribute towards the company’s growth & success by including but not limiting my skills in managing people and interfacing with clientele and customers.
EDUCATIONAL  QUALIFICATIONS 

· ACS (Inter) - The Institute of Company Secretaries of India ( ICSI),  New Delhi.

Year  : August 1996 – August 1998.
· Master Degree in Commerce ( M.Com)  -  Osmania University, Hyderabad.

               Year  : May 1996  - April 1998.
· Post Graduate Diploma in Human Resource Management  from Indian Institute 
of  Management and Technology , Chennai – July 2006. 

Personality Traits: 

· A multi-faceted  leader who is cross-functionally trained with a broad perspective and an understanding of departmental goals  integrating with the company goals for sustained corporate advantage.
· Result-oriented, and dynamic who can work well independently and as part of a team.

· A clear communicator with abilities in both oral and written communication.

· Strong skills in time management, prioritizing tasks and meeting deadlines. Ability to be productive in high volume, high stress work environments.

Technical Skills:

· Proficient in using MS- Office – Word, Excel, Power Point, Outlook 

· Operating Systems –Windows XP
· Diploma in Computerized Accountancy ( Tally 9 ERP , Wings , Ex, Focus , Fortune ERP)

· Internet Savvy

· Quick Book Pro.

WORK EXPERIENCE 

Designation: Assistant Accounts Manager  & HR Executive 


(June 2001 to March 2015 )

WORK PROFILE:

· Professional with experience in Finance, Accounts, Audits and Taxation.

· Compile and analyze financial information to prepare financial statements (such as P&L A/c, Balance Sheet, Cash Flow Statements and Director’s Report etc.) monthly, quarterly and annually.
· Ensure financial records are maintained in compliance with GAAP.
· Implementation and maintenance of accounting control procedures.
· Ensuring all the financial reporting deadlines are meeting.
· Financial audit preparation and coordinating the audit process.
· Ensuring maintenance of proper records of Clients and Sub contractors as applicable.
· Ensuring accurate and appropriate recording and analysis of revenue and expenses.
· Accounting for the fixed assets and maintenance of fixed assets schedules.
· Analyze financial data and prepare financial reports, statements and projections.
· Preparation of CMA –Reports and Credit Appraisals.
· Documentation for  Bank Guarantee and Letter of Credit
· Review AP & AR aging  to ensure timely processing of payments and receipts in accordance with procedures.
· Responsible for daily funds position, receivables position & reporting to Managing Director.
· Analyze and advise on business operations including revenue and expenditure trends, financial commitments and future revenues.
· Communication with the Clients, Business partners, through telephone, email, fax and in person.
· Prepare TDS and E-TDS returns and submit the same on quarterly and yearly basis.

· Preparation of monthly Bank Reconciliation Statements of all bank accounts maintained.
· Monitor Working capital position and liaison with Bankers  for working capital requirements.
· Preparation and filing of VAT Returns and  Service Tax Returns .
· Preparation of Bank Balance Statement, Stock Statement, Cash Budget etc.
· Maintaining Term Loans Registers as per Common Loan Agreement – Rate of Interest, Repayment & monthly reconciliation, etc.

· Prepare TDS certificates (Form 16&16A) and issued to concerned parties.
· Calculation, preparation and submission of all documentation related WPS
· Working directly in contact with Managing Director of the Company.

· Having experience in internal audit, statutory audit, tax audits etc.
· End to end co-ordination with Internal and Statutory  Auditors and business units to complete the Statutory Audit field work.
· Maintaining personnel records and associated human resource information systems and support the HR needs of the business
· Organize the details of special events, travel arrangements.

Additional Experience 
· Centre Coordinator for Telesis Technologies Private Limited -(August 2008 to May 2012)
( franchisee of  APTECH Computer Education)  
·  Prometric Testing Centre
· TOEFL / Pearson VUE
Recognition:
· Rewarded by the statutory auditors regarding audit schedules - Year 2008

· Awarded a Certificate of Recognition for Exemplary Performance and demonstration of work ethics and values at the work place – Year 2007

· Awarded a “Pat on the Back “ as an Outstanding  Performer  – Year 2005
Volunteer Experience

· Street Cause/Community Service – Clean n Green Drive
· Volunteer with NGO’s / Charitable Institutions
Personal Details

Date of Birth



:
5th October 1974
Marital Status



: 
Married
Nationality



:
Indian

Languages Known


: 
English / Hindi / Telugu

Visa Details



:
Visit Visa 3 months
I declare that the above details are true to the best of my knowledge.

