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Visa Status: Employment (on release) 
	Profile:


12 years of experience in Dubai, UAE and ability to manage the Accounting and Finance independently from data entry to finalization of accounts, management reports, financial control and banking.
	Objective:


To succeed in an environment of growth and excellence and earn a job which provides me satisfaction and self development and help me to achieve organizational goal.

	Work Experience in the U.A.E.


Position:

Executive Accounts & Finance
Period:

Feb 2013 – Dec 2015.

Organisation:

Safety Electrical Trading Co LLC.
Safety Electrical Group is well established since 1983 involved in distribution & Business Partner of Switchgear, Lighting, House-hold & general electrical products of reputed brands like ABB, Legrand, HAGER, SOCOMEC, OSRAM and many more, with 8 retail outlets across UAE having a separate manufacturing & assembling unit in Technopark of Low voltage Distribution Board, Main Distribution Board, SMDBs.

· Prepare monthly MIS reports in pre-approved format and reporting to GM Finance & CEO.
· Analysis of raw material consumption & general consumables for production on regular basis and assuring cost control at cost of goods sold levels.

· Cash flow management, receivable and payable management and credit control.
· Data entry in Focus-i accounting package and extracting reports.
· Processing all kinds of transactions including debtor receipts, creditors payment, purchases, journals, tracking utility bills, inter-division reconciliation, closing entries etc for a complete book keeping.
· Preparing Invoice, Delivery Note and others export documents necessary for Documentary credit, liaise with bank for LBD, TR, LC, OD facilities. 
· Verifying & processing monthly payroll statement, leave & end of service settlements.

· Petty cash management.

· Finalization of books for annual audit with external auditors.

	Previous Experience in the U.A.E.


Position:

Accountant
Period:

Feb 2006 – Dec 2012.

Organisation:

Tavangar General Trading Co LLC.
Business profile includes outsourcing air conditioners from China, Thailand, and Saudi Arabia for our customers in Iran. Products range also includes water dispensers, water purifiers, fan coil units, chillers, air handling units, roof top package, building materials including pipes, bends, joints and many more depending upon customers requirement.

Job profile:

· Prepare all kinds of payments, receipts, journal vouchers; maintain sales-purchase records, correspondence, and filing of letters supplier-wise, shipment-wise respectively.

· Data entry in Tally 9 accounting package and extracting reports.

· Prepare receivable & payables statement, and follow-up from trade debtors.
· Prepare export documents like commercial invoice, packing list, certificate of origin, shipment advice in compliance with letter of credit from bank.

· Keep track of shipments from pre-loading inspection till goods arrive in the destination. Co-ordinate with shipping co. for switch bill of lading and other certificates as per requirement.

· Coordinate with banks offering credit facilities like LBD, TR and OD facilities.
· Reconcile bank statements every month.

· Keep track of bills payable, arrange required cash inflow for settlement on due dates.
· Prepare profit & loss account & balance sheet quarterly.

· Maintain & handle accounts up to finalization.

Position:

Accountant cum Administrator

Period:

Dec 2003 – Jan 2006.

Organisation:

Advantage Textiles LLC.
The main business was booking textiles consignment for reputed outlets in Burdubai, Deira from China, Korea, Indonesia and Japan.

My responsibilities include:

· Manual book keeping which include, Journal register, ledger & cash book.
· Prepare all kinds of payments, receipts, journal vouchers; maintain shipments records.

· Prepare receivable & payables statement, and follow-up from sundry debtors.

· Prepare & maintain Indent book; arrange seasonal textile cutting samples for booking orders, place orders with suppliers, collection & remittance of funds, delivery of shipment samples, and follow-up till the goods are released from customs to the buyers ware-house. 
	Key Skills & Competencies


· Excellent working experience in PC application Packages: MS-Excel, Word and PowerPoint.

· Excellent working knowledge of Accounting Package: TALLY 9.0, Focus-i.

· Excellent operation skills in Operating Systems: Windows XP, Windows 7.

· Strong familiarity with web surfing, email etc.

· Excellent working experience on Electronic/Manual Type writer.
Education:

1) Diploma in Export Management from the Indian Institute of Export Management, Bangalore, India.

2) Higher Secondary Certificate from the Adoni Arts & Science College, Affiliated to Board of Intermediate Education, Commerce & Economics as main stream.

3) Entrepreneurship Development training organised by the Commissioner of industries, Government of Andhra Pradesh India.

Personal Details:

Nationality

:
Indian.

Date of Birth

:
2nd April, 1978

Marital status

:
Married.

Driving License
:
Manual Light Motor Vehicle.
Known languages
:
English, Hindi, Sindhi, Telugu, Kanada and Gujarati.

