Personal details:

Date of Birth


:04-05-1972

Gender



:Male

Nationality


:Indian

Religion


:Hindu

Educational Qualification
:B.Com ( University of Mumbai) passed in 1995.
Additional Qualification
: C.C.S ( Certificate in Computer software),  Insurance  examination  passed conducted by Insurance regulatory authority of India.

:Pursuing my MBA (Financial  Management )  IIBM  based in INDIA.

Computer Savvy
: MS office word, excel, outlook express, Tally 9 ERP 3.4, Internet surfing
Summary of Proficiency in general
Highly organized and detail-focused accounts Executive with an exceptional track record of accurately handling of  accounts and finance related works within deadline.
· Excellenct written communication skills with Banks, government authority and all stakeholders. 
· Skilled in all aspects of recording transactions,  reconciling accounts, and ensuring accuracy and completeness of data.
· Proficiency in managing  bills  payables  and  accelerating  bills collection, generating budgetary reports.

· Proven ability to identify and implement  proess  to streamline  works and increase efficiency and productivity to enhance  the  business growth.
· Excellent negotiation  skills, ability  to adapt  quickly and easily.

Skill Proficiencies 

	· Bill  Payable/ collection 
	· Budget Preparation

· Process Improvement
	· Financial Statements

· Reconciliation




Education
University of Mumbai, 1995
Siddharth college of commerce and economic – Fort-Mumbai-India
Professional Experience
Crystalline Middle East Fzco –UAE                  

1.5.2008– Till  now
Full-in Charge of Accounts and Administration  manager (PRO)
Manage all accounting and administrative works like Handling cash, banking transactions, Bank reconciliation statement ,track of inventory, , producing financial statements,  Prepare management reports and financial summaries using Microsoft Excel. Generate sales invoice, make purchase orders, Scrutinize  accounts receivable and payables and follow up for payments collection and disbursement as well. and track overdue accounts.  resolve billing and collections disputes. Excellent ability to communicate and negotiate with customers, banks and government authority.
VISHAL INTERNATIONAL





2004- 30.04.2008
Key Contributions:

· Export  import- documentation-Giving delivery instruction to our designated freight forwarder about shipment by air or sea in schedule time.

· Taking  orders from customers and  place to supplier  and arrange delivery in schedule time. 

· Coordinating with auditors- Corresponding with Banks, Government  authority, Logistic people, 

· E- Marketing – with overseas customers,

· Giving valuable suggestions to save cost of the company without affecting efficiency and productivity.
· Prepare and deliver data as per management’s requirement in specified timelines. 

Klenzaids Bioclean Devices Pvt.Ltd.-Mumbai-India




1997 – 2003


Accounts Assistant
Use to Manage financial transactions and all entry records with strict attentions ensure the same in  accordance with accounting principles. Reconcile  accounts, Bank reconciliationetc.. Compiled statistical reports for management, Providing all expenses and payment  details to Finance manager in preparing MIS reports. Generate  invoices for customers. Communicate with customers to solicit complaints  and resolve issues.

Key Contributions:

· Handling accounting work including data entries of group of companies and participating in audit works at all levels and producing details required by auditors. 
· Computing salary of more than 70  employees(staff- workers) and keeping records of their attendance.

· Handling  cash –receipts and payments

· Excelled within a fast-paced environment, continually taking on increased levels of responsibility.

Bharat Parikh and company   






1995 – 1997


Audit cleak & assistant
Key Contributions:

· Demonstrated talent of quick learning new tasks and completing assignments ahead of schedule with  maintaining a high degree of accuracy.

[image: image1.jpg]Hefing yo tosearch st b & talent since 20021

XGulfjobseeker.com





    Gulfjobseeker.com CV No: 1519350
Continued…


