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OBJECTIVE
Professionally assist the organization in achieving their goals and long term success, with upgrading my knowledge and enhancing skill. To keep adding values to me and to the organization to which in serve.

PROFESSIONAL EXPERIENCE – TOTAL 8 YEARS
1.
Worked as Accountant/Administration Officer in Nael & Bin Harmal Hydroexport Est. (NBHH), Dubai from August 2011 to June 2015.
Duties and Responsibilities
· Managing Petty cash for subsidiary company Gulf Continental Oil (Factory under construction at Musaffah, Abudhabi) 
· As a team member of procurement department my responsibilities were getting quotations from the suppliers and negotiate with them for better price. 
· Issuing material requisitions and LPOs. 
· Preparing employee time sheets and updating leave and joining procedures. 
Additional Duties and Responsibilities
· Looking after overall activities of one of the sister concern, “Metropolitan Housekeepers and Maintenance Services LLC, Dubai”. 
Responsible for managing and organizing of all the functions of an office with 10 in house and 30 field employees. 
Maintaining and reconciling all accounting ledgers and preparing balance sheet and profit and loss statement. 
Responsible for expenditure and collection transactions. Preparing invoices and following up for the payments. Handling payroll of 40 employees. 
Processing salary through WPS 
Assisting PRO for employee visa processing and other services. 
2. Worked as Assistant Manager in Mini Muthoottu Nidhi (K) LTD, Thodupuzha, Kerala, India from November 2010 to July 2011. 
Duties and Responsibilities.
Maintaining Day Book, Cash Book, General Ledger etc., Preparation of Bank Reconciliation Statement, Trial Balance and Profit and Loss Account etc. and maintaining all counter works and administration works.
3.
Worked as Assistant manager (Admin) in Sree Gokulam Chit & Finance Co (P) Ltd. Kalyan Nagar, Bangalore from October 2008 to September 2010.
Duties and Responsibilities.
Maintaining Cash Book and Prepare Bank Reconciliation Statement. Responsible for monitoring and collecting cash from the field staffs and all Administration works and counter jobs.
4. Worked as NRE Sales officer in Centurion Bank of Punjab Ltd. Thodupuzha from July 2007 to September 2008.
Duties and Responsibilities.
Acquisition of new NRI Accounts, maintaining customer relationship and cross selling of Life Insurance, Mutual Funds, General Insurance etc.

EDUCATIONAL QUALIFICATIONS
· M.B.A (Finance and Marketing), Sikkim Manipal University (2007) 
· B. Sc IT, Sikkim Manipal University (2004) 
· Plus Two, Board of Higher Secondary Examinations, Kerala (2001) 
· S.S.L.C, Board of Secondary Education, Kerala (1999) 

TECHNICAL SKILLS
· JD Edward ERP Software 
· Excellent command over MS Office (Word, Excel, Power Point) 
· Basic knowledge of Tally (No working experience) 
· Operating System : WIN 98, XP, 2000, Vista, WIN 7 
· Well knowledge of internet and E-mail applications 

PERSONAL QUALITIES
· Positive thinking and hard working. 
· Ability to work in team as well as individually. 
· Good communication and interpersonal skills. 
· Multi tasking ability. 

PERSONAL PROFILE
	
	
	

	Date of Birth
	: 15-May-1984

	Sex
	:
	Male

	Nationality
	:
	Indian

	Marital Status
	:
	Married

	Languages known
	:  English, Hindi and Malayalam

	Visa Status
	: Employment Visa (Cancellation under processing)

	
	
	


DECLERATION
I hereby declare that the above mentioned details are true to the best of my knowledge.
