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Professional Experience
Highly Motivated 6 years’ experience of Account & finance, Auditing, HR management. Experienced in driving strategic efficiency and consistency across local and international operations whilst maintaining overheads and quality control, I am driven by the daily challenges of a busy working environment and bring creative ideas and practical solutions to effectively prioritize, manage and deliver on commitments.
Specialties: Financial Reporting & analysis, Budgeting & forecasting, Ratio analysis, Cash flow, A/R & A/P reports, Book keeping, and Reconciliation, and Auditing, Schedule preparation, PMS, HR Management (i.e. Organization Start-ups, Strategy, Policies & Procedure, Action Planning, Project Management, payroll, Organisation transactions, communication & talent supply), Logistic & store management.
Alfara’a Construction & Industrial Group - 28 Feb. 2015 – Till Date Designation: - Officer (PMS) in GOMC Department (Currently handling Operations of Alfara’a Group company i.e. Unibeton Readymix LLC)
GOMC: Group Operation Management Committee, department is a group of well-educated people with different profession i.e. IT, HR, Finance, QS, Civil, Mechanical, Marketing, Logistic & Supply chain etc. Main responsibilities to streamline the global company operations, implement new policies & procedure, Recruit higher management, Revision & Updation of Policies & procedures, Internal Audit of Each Department, Preparation of new business plan & strategy, Business Development, Track & Evaluating Performance of Each department.
Department Directly Reporting to Chairman (Alfara’a Group)
Job Profile:-
· Prepare and submit performance report, Feasibility report of Support & Services dept., and manpower cost report of department – Area wise and country wise. 
· Prepare financial budget & Projection Cost of Service & control operations, analysis Actual cost and evaluate the Variance & report to management. 
· Prepare statement for cost control, Conduct Internal Audit & prepare Audit Report. 
· Prepare Account Receivable & Account Payable report monthly and evaluate the performance. 
· Variance Analysis: Sales over Forecast amounting to approx.336million AED (Monthly). 
· Financial & ratio analysis, Report on cash Inflow & Outflow. 
· Manage all departments of all countries (UAE, India, Qatar, Saudi Arabia and Oman) performance and influence & motivate staff associated with performance matters. 
· Devise and implement policies and strategies for the development of department performance matter & company performance. 
· Manage development and implementation of monitoring for department performance indicators and standard, including KRA / KPI, ensuring data quality and compliance with internal and external audit requirement. 
· Coordinate with all staff & management on performance issue, preparation of report for Sr. Managers, committee and giving presentation. 
· Develop and coordinate department consultation activity and liaise with service managers to ensure the outcomes of consultation are used to inform service improvement. 
· Coordinate with HR manager, Department Head & Recruitment Authority regarding recruitment of staff and workers in all countries company offices. 
· Tracking MPR (For Staff & Workers) & Handling HR issues of staff & Management through Smart-HR (ERP) and recording technical and administrative correspondence. 
· Tracking & Report on Manpower Utilization of different department, Area & country wise. 
· Providing training and guidance to department staff, Sr. Managers, Member on performance and service improvement. 
· Represent the authority and attend meetings at all levels in association with managers, department heads & local members regarding the R & R decided for staff & workers, and implementing as per the country policies . 
· Develop new strategies for the development & achievement of target of the company. 
· Frequently visits to all branches / division’s operations, to observe their performance, daily interaction with managers & staff for work progress and provide guidance to staff for effective results. 
· Health and safety policy & guidelines awareness. 
	Galfar Engineering & Contracting SAOG, OMAN
	21 July2013 – 27 Jan 2015

	Designation: - Coordinator cum Executive (Planning)
	

	Job Profile:-
	


· Analysing monthly plant costs and checking and justifying it with actual in coordination with Manager Accounts. 
· Coordination with Project team in regard of Machineries status of availability & Deployment. Co-ordinating with storekeeper& analysing work of store-workers on ERP providing report to equipment manager regarding the following matter:- 
· Proper Creating and completion of Work Order. 
· Proper transaction of Materials issue, Resources (Manpower), Operational. 
· Proper receipt of Materials & correspondence document. 
· Conducting monthly stock audit & submit report to store manager & purchase manager. 
· Assisting in preparation of estimation of cost and inspection reports. 
· Preparing utilization report of equipment & vehicle on monthly basis. 
· Ensuring utilization monitoring of hire machineries thoroughly. And updating the same to Equipment Manager 
· Ensuring proper de-hiring process of excess machineries from project, in coordination with Equipment Manager. 
· Ensuring utilization monitoring of company owned machineries properly. And updating the same to Equipment Manager 
· Maintaining and forwarding salary payroll of Staff, workers. Maintaining HR correspondence documents and fling. 
· Handing ATMS (HR) application & INPAG (HR) Application on ERP. 
· Tracking & measure Manpower (Approx. 1200 employees) movements & performance. 
· Tracking Vehicle & Equipment cost effectiveness (approx. 1250 vehicle & equipment in Project) by IVMS, Maintain off-road & on-road report daily basis, entry of Off-road & 
On-road vehicle's through FMS application & measure the cost.
· Coordinating with HR Manager & Equipment Manager regarding hiring of Heavy Duty Drivers & Operators from India within given budget. 
· Understanding and updating project Machineries roll on strategic plan in coordination with Equipment Manager. 
· Monitoring the activities of TCO’s & workers regularly and providing Feedback to Equipment Manager. 
· Coordinating with plant-HO team and fleet owners to receive the machineries in time as per strategic requirement of project in coordination with Equipment Manager 
· Ensuring proper deployment of Drivers and operators in their appropriate machineries in coordination with TCO & Equipment Manager, evaluate the cost & profit maximisation on deployment basis. 
ANS Media Pvt. Ltd.   -    April 2012 –May 2013
Designation: -Accounts Executive.
Location: New Delhi, India.
Job Profile:-
· Fixed Assets Capitalization of approx. INR 30Crores, Verification, FA Schedules on Monthly, Quarterly & Yearly basis& Financial Reporting i.e. “Recording to Reporting”. 
· MOR to Management on Monthly, Quarterly and Yearly basis. 
· Assisting in preparation of Financial Statements Schedules. 
· Billing & Accounts Receivable Management “Order to Cash”& “Recording to Reporting”. 
· Reconciliation of Receivables Reconciliation Statement, Vendor Reconciliation Statement, Bank (Bank Reconciliation Statement) & Invoice Reconciliation (to ensure proper billing). 
· Managing the account's budget and invoicing the client. 
· Verification of the work done by the sub ordinates of the accounts department. 
· Experience of Internal Audit, Tax & Stock Audit, Vouching & Verification. 
CA Mamta Gupta & Co (CA Firm) -  Sept 2007 to Mar 2011
Designation: - Article Assistant always worked on client site only.
Location: New Delhi, India.
Job Profile:-
· Handling, Preparing and finalizing, Ledger A/c, Cash Book, Bank Book, Sales, Purchase & Journal Register etc. (Computerized & Manual). 
· Taking effects of “Bank Reconciliation, AR Reconciliation, AP Reconciliation”. 
· Fixed Assets Management (Capitalization, De-capitalization, Physical Verification etc.) 
· Balance Sheet (Provisional & Projected also) 
· Experience of Statutory & Tax Audits, Internal & External Audit, Vouching & Verification. 
· Project Analysis for Financial Forms. 
· Service Tax & TDS Calculation, Deduction and timely deposit of the same. 
Educational Qualifications
· M.Com (Correspondence) from Shobhit University, Meerut in 2014. 
· MBA in Accounts & Finance from AIMT, New Delhi, India in 2009. 
· Graduate in Commerce from CCS University, Meerut in 2006. 
· XIIth from CBSE in year 2003. 
· Xth from CBSE in year 2000. 
Additional Qualifications
· Passed CPT Exam Conducted by the INSTITUTE OF CHARTERED ACCOUNTANT OF INDIA, New Delhi in 2007. 
· Advance Diploma in Computer Hardware and Networking from JETKING INSTITUTE, Rohini, NEW DELHI 
Professional Qualities and Skill set
· Tally 9 & Oracle ERP. 
· MS-Office: Word Processing MS-Word &Spread sheet-MS-Excel. 
· Well practical knowledge of Hardware & Networking Troubleshooting, Configuration, & its Installation. 
Achievements
· Played football at College Level ( Organized by CCS University, Meerut ) 
· Participated in The Art of Living ( Supported by Ministry of Health & Family Welfare) 
Personal Details

	
	

	Gender : Male
	Date Of Birth : 23rd Aug. 1985

	Nationality : Indian
	Marital Status : Single


I hereby declare that all the Information given above is Factual and Correct to the best of My Knowledge and Belief.
