                                                                                                                        [image: image1.jpg]


                                             
To get on the top of the corporate ladder by excelling in the financial and administrative job roles by applying my expertise knowledge, diligent efforts which also boosting the growth of the organization.
SNAPSHOT



· A dynamic individual with over 4 Years of experience in Finance and Administrative Co-ordination.

· In depth understanding of handling Finance and accounts assignments with accuracy of information, reviewing & analysing various risks, and supporting management’s requirements.

· Preparing documents of company taxes like Municipality tax and Tourism tax and reconciliation of debtors, creditors and bank.    

· Ensured timely submission of documents as per Auditors requirement for yearly and monthly Audit reports and preparing internal audit reports for internal Audit Manager.

· Ability to support and sustain a positive work environment that fosters team performance with strong communication and relationship management skills.

· An effective communicator with strong leadership, analytical and problem solving skills. 

· Excellent numerical & analytical expertise for forecasting, budgeting and corporate reporting
· Skilled in financial, management & cost accounting with ratio analysis based on analytical data’s.
· Helping finance manager to finalization of accounts and computing of depreciation of assets and others.
· Valid GCC Driving License
CORE COMPETENCIES

Finance/Accounts
· Skilled in all MS Office applications.
· Expert in finalisation of Accounts and Financial statements.

· Skilled in Tally ERP 9, SunSystem, FBM, Opera, IDS, Peachtree and other accounting packages.

· Make strategic Planning and take decision making at right time.

· To be planned to critical and analytical skills for accounts scrutinizing.
· Effective at communicating with broad range of clients and management.
· Dedicated, detail-oriented, and accurate with exceptional communication skills.

· Possess excellent problem solving, decision making, analytical planning, and co-ordination, communication and time management skills.
· Strong ability to produce results under pressure, as well as working within a team environment, excellent work ethic, highly motivated, with strong communication skills and interpersonal skills.
                                                       ACADEMIC QUALIFICATIONS                                                                         
· MBA        – Finance & HR  - Anna University, Tamilnadu , India                            - 2011
· B.COM    - Bachelor of Commerce – University Of Calicut, Kerala , India              - 2009                  
· Diploma in Indian and Foreign Accounting – Singapore University Affiliated    - 2009
CAREER CONTOUR

April 2014-Feb 2015       Holiday Inn Muscat (Pre-Opening Hotel) – Financial Accountant/Associate
                                                    (An Intercontinental Hotels Group)

Roles and Responsibilities
· Controls all balance sheet accounts by preparation of monthly account reconciliations and actions accordingly.
· Control accommodation advance deposits and Responsible for month-end back-office computer closing.
· Prepare bank reconciliations and Analyze and investigate cashiers’ over’s and shorts.

· Review accounts payable purchase journal and Review travel agency commission payments.
· Review food and beverage control reconciliations and journal.
· Verifying and Reviewing Income Auditing Journals.
· Review accounts payable/ inventory interface.
· Prepares monthly invoices for other IHG hotels.
· Prepares asset purchase/disposal report for owners
· Prepare the receivable invoice and controlling Accounts Receivables.
· Approves payment requests, employee advances and petty cash prior to payment.

· Assists Manager of Finance and Assistant in budget preparation and input, forecast reports and monthly reporting to corporate finance.
· Supervises Accounts department in the absence of the Assistant Finance Manager

· Prepares journal vouchers for month-end closing.
 March ’2012-March ‘2014

Ramee Group of Hotels and Resorts –Accountant 
Roles and Responsibilities
· Helping Accounts Manager to Finalization of Accounts.
· Review and correct daily revenue journal.
· Helping Accounts Manager to Make Yearly Audit Reports As per Auditors Required.

· Computation of Tax and doing all accounts payables and Receivables.
· Reconciliation of Accounts (Bank/Creditors/Debtors) Report.
· Preparing Monthly Costing Reports and Profit & Loss A/c.                                                            
· Management of Accounts Payable & Receivables, including maintaining Relationship with existing clients & generating new clients account.  
· Maintaining Books of Accounts, Payable tourism and Municipality tax.
· Helping Accounts Manager   to Prepare Monthly Reports.   
· Making daily analysis of cash movements in different outlets. 
· Handling Cash and preparation of Daily Ledger and Maintaining Daybook system.
· Follow up for payments and preparation of bank payments. 
· Reporting to Accounts manager with daily Reports. 
· Doing Daily & Monthly Credit Card Reconciliation.
· Prepare purchase Orders, MIS Statements and also doing Monthly Auditing.
· Doing normal administrative works like correspondence, Compose memos and letters.
· Coordination with bank to submit documents and negotiate for the payment.
· Preparing Monthly Payroll for all departments.
March ’11- Feb ‘12

Bildon Steels India Limited - Accounts Officer 

Roles and Responsibilities

· Preparing and submitting proposal for manpower security.
· Passing day to day accounts entries
· Preparing Bank Reconciliation Statements
· Control and reconciliation of petty cash, bank accounts etc.
· Bill scrutinizing and payments to the vendors & contractors
· Cash flow statements & Quarterly TDS returns
· Generating Form 16's & Form 16A's
· Considering VAT & Service Tax aspects
· Coordination & communication with the corporate office
· Proper book keeping
· Assisting the finance manager on all day to day functions
· Also knows the basics of Export documentation
· Bank Realisation Certificate preperation
· Prepare monthly salary for employees.

· Prepare Purchase order, RTGS and MIS statement.

ACHIEVEMENTS  
· MBA Third Rank Holder in the College.
· Paper Presentation on International Level Conference in HRM.
· Paper Presentation on National Level Conference in Finance.

· Certificate of First Aid Training.
PROJECTS UNDERTAKEN

Dwaraka Ayurvedic Pharmaceutical Pvt Ltd
Study on “Working Capital Management”

Palakkad Co- Operative Bank LTD
Study on “Financial Performance of Bank”
IT SKILLS
Tally ERP 9, IDS, Sun system, FBM, Opera, Peachtree, etc...

MS Office – Excel, Word, PowerPoint

Use at Internet and Emails.
KNOWLEDGE PREVIEW

Financial Accounts, Management Accounts, Cost Accounts, Tax Computation, Co-ordination and Team Playing, Analytical and Decision Making, and also Strong Inter personnel Skills.
PERSONAL DOSSIER

Date of Birth

: 
9th April 1989
Sex


: 
Male

Religion

:
Hindu
Marital Status

: 
Single
Nationality

: 
Indian

Languages

: 
English, Hindi, Malayalam and Tamil 
Visa Status

: 
Visit Visa       
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