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Dubai, United Arab Emirates
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OBJECTIVE
To pursue a career in accounts, in a challenging work environment whit responsibilities for upgrading , developing and implementing creative ideas and enhancing my skills with highest quality standard and gaining valuable experience exploiting professional and personal skills while being resourceful, innovative and flexible.
Seeking a suitable position in Accounts department, where I can apply my professional knowledge and skills to add value to the organization and to be part of dynamic team.

CAREER SUMMARY

· Have overall 3+ years of experience in Accounts department in India & UAE (2 year accounting experience in UAE) 
· Recognized for dedication and focused driven work ethic. 
· Excellent interpersonal skills, ability to work well with others. 
· Dedicated, hardworking & honest individual with the intercommunications skills to work at all levels of the organization 
· Ability to work under pressure. 

PROFESSIONAL EXPERIENCE
· Accountant, Robotika Trading LLC / EL Mondo Express LLC.(UAE) 
· Accounts Assistant, Samrpan career institute (India) 
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JOB PROFILE
· Working on oracle base accounting software Orion and excellent command on software as well on MS-Office. 
· Handle complete books of accounts independently up to completion, including books of transaction, cash, stock, production and other related jobs. 
· Preparation of Monthly & Annual Accounts with details of Incomes & Expenses 
· Preparation of Profit & Loss Statement providing Input, Output & Waste Analysis of the Production Process 
· Monthly Internal Audit Procedures to Ensure the Accuracy of the Accounting Records. 
· Preparation of Daily Report Summarizing Production, Sales, Receivables & Receipts. 
· Prepare & Present daily cash follow statement, weekly accounts reports, cash follow statement for different projects & Monthly income and expense sheet and balance sheet for company and whole group and update to CEO. 
· Monitor petty cash and update petty cash account and prepare reimbursement for petty cash amount. 
· Prepares and processes payroll documents needed to implement payroll/personnel transactions. 
· Responsible for day to day finance and accounts operations, Perform full set of accounts and ensure timely closing of accounts. 
· Responsible for timely monthly consolidated financial statements, payments, cash-flow management reporting for submission to CEO. 
· Review & approve payment vouchers & journal entries, Support CFO in ensuring that intercompany cost allocations. 
· Working on oracle base accounting software Orion and excellent command on software as well on MS-Office. 
· Handle complete books of accounts independently up to completion with zero error tolerance including books of transaction, cash, stock, production and other related jobs. 
· Helping auditor’s team to take audit of company account and provide each and every document required for audit examination. 
· Review financial records like income statements and documentation of costs. Further check accounting records and other financial reports to assess accuracy, completeness and conformance with company policies and applicable reporting standards. 
· Monthly preparation of reconciliation statements (inter Branch, bank, debtors and creditors. 
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· Handled general ledger related operations including journal entries and payment, 5. Receipt voucher preparation and update in software as well, Performing miscellaneous work on MS-Word and MS-Excel from time to time. 
· Preparing of Local purchase orders after approval from concern department head and director’s final approval. 
· Receiving of cash/check payments for service charges and deposit to company, concern account and update in system accordingly. 
· Maintain the inventory record, Stocks materials according to a prescribed inventory system. 
· Participates in physical inventories by counting stock, Determines stock/insert materials needed, Provide material usage reports. 
· Perform materials physical inventories, maintaining the stock level. 
· Send the quotation enquiry to different supplier, make the comparison sheet and request for approval and submit to accounts department for local purchase order. 
· Receive the material and check & verify from concern person. 
· Provide complete monthly, quarterly, half yearly & yearly costing of material to the line manager. 
· Create and update vendor database files in the excel sheet in order to establish authorized vendor status. 
· Take minutes of weekly operations meeting. 

EDUCATIONAL QUALIFICATIONS:
B.A
University of Bikaner, India
LL.B
Maharaja Ganga singh university, India

COMPUTER SKILLS:
· ERP Software. 
· Window XP-2000 windows 8 
· MS-Office, Excel, Words, Power Point, Access. 
	PERSONAL DATA
	

	
	
	

	
	Date of Birth
	05-12-1984

	
	Material Status
	Married

	
	Nationality
	Indian

	
	Languages
	English & Hindi

	
	Visa Status
	Visit Visa
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