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CAREER Objective

To optimally utilize the present abilities, expertise and knowledge in the organization so as to enable the organization to achieve its goal and at the same time to capture opportunities for constant learning and career development.

Employment history

Accounts & Operations Assistant│Al Nawras Express Gen. Transport LLC Dubai│ March 2011 to March 2015
Job Profile

· Processing Invoices & Updating Receivables
· Preparing and maintaining the customer ageing analysis report and follow up with customers to ensure the timely receipt and updating the manager on a weekly basis.
· Verifying the supplier invoices with LPO and delivery Note. 
· Follow-up with vendors for payment processing.
· Making payments with all supporting documents.

· Preparing journal entries and maintaining ledgers.
· Making entries for bank and cash related transactions in the ERP System and making Bank reconciliation statement
· Handling Petty Cash

· Preparing staff salaries & Disbursement by  Bank transfer  using WPS
· Preparing leave salary & gratuity.
· Assisting in the preparation of Fixed Asset Schedules

· Assisting in the preparation of Quarterly and Yearly Financial Reports.
· Coordinating with the drivers for the timely pick up & Delivery of Materials

· Communicating with the Consignee to ensure the proper dispatch of materials

· Monitoring the working hours of staffs to provide proper time card for payroll

· Maintaining vehicle maintenance and Fuel consumption Charts.
Assistant Branch Manager│Manappuram Group, India│ November 2008 to December 2010
Job Profile

· Responsible for handling the customers
· Responsible for ensuring the minimum and maximum cash balance to be maintained in the branch and arranging deposits & withdrawals as and when necessary.
· Making necessary entries for all the transactions
· Maintaining and updating the mandatory registers

· Physical Verification of cash & valuables every day

· Sending daily reports to the HO which include attendance, Cash balance, customer outstanding and gold inventory status.
· Communicating with the internal auditors & providing them necessary documents and clarifications

· Guiding the branch staff to follow the company & Govt. rules & regulations. 

Working Skills

· Working Experience in ERP Software

· Certificate Course in Computerized Financial Accounting 

· Proficient in MS Office Applications

key personal skills

· Possessing the vision, drive and determination to succeed.

· Flexible approach to working.

· Focused and professional attitude.

· Resilient and enthusiastic in all areas.

· Can influence and communicate effectively across multiple sectors.

· Ability to work in a team to attain a common goal

Educational profile

· Bachelors Degree in Commerce │University of Calicut │2004-2007
· Higher Secondary Examination │Board of HS Education, Kerala India│2004
· Secondary School Examination│Board of Secondary Education, kerala, India │2002

Personal Information

· Date of Birth 

: 23-05-1987

· Gender


: Male

· Marital status

: Single

· Nationality 

: Indian

· Languages Known 
: English, Hindi & Malayalam 
Declaration

The above mentioned details are true & correct to my knowledge and Belief. If you give me an opportunity to serve in your esteemed organization, I shall prove myself worthy of the job maintaining an effective and efficient performance satisfying my superior.
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