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Natarajan

Natarajan
.257319@2freemail.com 
	Passport 
	Yes
	Location
	Dubai – Deira

	Total Experience
	19 years in Accounting

	Summary

· Having good experience in Handling Bank Books and Bankers, Cash Book, Purchase Day Book and Ledgers, Outstanding Statements, Statuary Monthly and Yearly returns, and reporting to Management.
· Experienced in Kenfa, Tally and –New Age - ERP


	Objective
	My lifetime ambition is to be a perfect in my job for that I will take all the necessary steps, which will be showing improvements to me and to the company.


	Education

	Degree
	Qualification
	College / University / Institution
	Year of Passing

	Bachelors
	Bachelor of Commerce (BCom)
	Sri KGS Arts College / ManonmaniamSundaranarUniv/Thirunelveli
	1996

	Account Software &Computer&Expertise

	Application Skills

	Secondary Skills

	Tally
	Dos  & Windows

	Kenfa
	Microsoft Office

	                                     ERP
	New Age  - ERP (International access software) 

	Engagement Overview


	Company
	M/s. Rasi Export’s
	Start Date
	4th September 1996

	Role
	 Accounts Assistant. 
	End Date
	31st December 1999

	Location
	No – 61, C.P Ramaswamy Road, Alwarpet, Chennai-18, Tamil Nadu – India.

	Company
M/s. HORIAKI INDIA PVT. LTD.,
Start Date :    3rd January 2000
Role
Accounts Executive
End Date  :    14th June 2007
Location

Manufacturer-Exporter,  (ISO 9001 – 2000)
(100% E.O.U) 21/20,Madras Export Processing Zone - SEZ,

Tambaram, Chennai - 600 045. Tamil Nadu, India
Company
M/s. YushiroBuhmwoo India Company Pvt. Ltd.,(ISO9001 & TS)
Start Date  :  15th June 2007
Role
Senior Accounts Officer
End Date   :  15th Sep.2010
Location

Manufacturer-of Industrial Lubrication & Wax(Anti rusting )
K – 5, Phase II, SIPCOT Industrial Park, Sriperambudur, Kanchipuram

District – 602106, Tamil Nadu, India. Pone No. 91 – 044 – 27162842 / 43
Company
M/s. Swift Freight International (Zambia) Ltd

Start Date  :  19th Sep. 2010
Role
Country Accountant
End Date   :  06th Sep.2014
Location

Suite 4, Stand 1136, Church Road,  Entrance Through Makishi Road,
P/Bag E89, Post net 327, Lusaka – Zambia
M/s. IMA (Zambia) Ltd

Start Date  :  19th Sep. 2014
Role
Finance Manager
End Date   :  07th December 2015


	Nature of Work handled: Accounting Experience


MIS Reports

· Finalisation of monthly accounts and preparation of MIS(performance) report.

· Preparation of GP reports and Debtors Analysis on Monthly basis.

· Preparation of various other reports as advised by management from time to time.

· Finalisation of Trial Balance for local audit report filing.

· Comparison statement between Budget and Profit and Loss account.  

· Analysis of profit margin
Financial Activities
· Checking and ensuring the cash payment vouchers are posted in correct accounts

· Verifying the cashier cash balance daily and ensure preparation, approval of cash book

· Receive the daily collections from cashier and safe-keeping

· Ensure cash deposits into bank with minimum cash-float in the office

· Ensure creditors (local & overseas) are settled on the due dates

· Fix the exchange rate for local collections

· Ensure local currency is converted into us dollars to prevent exchange losses

· Remittance of funds to overseas and local agents as and when payments become due

· Remittance of funds to origin stations as when bank balances reach transferable stage

· Preparation of invoice detail as per local banking regulations for the T.T remittances

·  Preparation of Form 1 for inward remittance and Form II for outward remittance

· Check bank reconciliations as prepared by the Treasurer

· Checking the actual expenses/income in relation to budget and prepare variances

· Control expenses and ensure costs are within budgets

· Send Monthly WIP reports to operations and ensure timely jobs closing.
· Preparation of cash flow statement for management
Payroll
·  Preparation of monthly payroll and ensure disbursement to staff

· Preparation of monthly Napsa (PF) and Payee returns (TDS)
· Responsible for employee files, leaves, loans and ensure all required documents are filed
Debtors Control
· Based on debtor’s analysis, send SOA to corporate clients and visits as per requirement

· Get balances confirmed with the debtors and follow-up on collection

· Delegate other follow-up measures to Accounts Assistant and Sales staff

· Preparation of debtors report along with aging analysis

Accounting Duties
· Preparation of day-to-day general ledger vouchers and job-related  credit journal vouchers

· Intercompany ERP entries acceptance and posting to ledgers and jobs

· To effect cancellation of cash payment/receipt vouchers wrongly posted

· Ensure proper supporting to payment vouchers

· Ensure proper invoice/pre-alert attached with each receipt

· Ensure filing of vouchers in the appropriate files

· Set-off entries for debtors and creditors accounts

· Exchange rate set-off entries for transactions in multicurrency

· Month-end journal entries for finalization of accounts

· Finalization of monthly work-in-progress for MIS reporting
Legal Compliance

· Preparation sales daybook and purchase daybook for VAT

· Ensure the filing of VAT return every month

· Ensure the filing of EPF return every month

· Ensure the filing of TDS return every month

· Ensure the filing of Withholding tax whenever due

· Ensure the filing of local taxes whenever due

· Ensure the filing of Advance-tax return every quarter

· Ensure all insurance policies are in order

· Ensure office certificates are in order and displayed
Intercompany & Agents

· Intercompany reconciliation and balance confirmation with other network offices

· Send reminders to other stations to transfer confirmed balance to Dubai.

· Send reminders to agents as and when payments become due

General
·  Arrangement of bank balance confirmation

· Coordinate with Branch Head and Operations in job closing and GP analysis

· Maintain the fixed assets and register
· Arrangement of  customs duty payment behalf of agent  & Client via Bank
Nature of work handledin India:
· If any import purchases checking of Invoice , Packing List and copy of BL and Bill of Entry ( Duplicate & Triplicate Copy ) Test Report, MSDS, Insurance Policy , Certification of Origin

· Credit days checking as per purchases order  

·  Bills posting in the Purchase Register.

· Checking of material Quality Assurance formalities report before payment

· Checking of Rate, Checking with the Stores of the Quantity, Arithmetical Accuracy of the Bills and material Quality Assurance formalities after checking the bills to passing to payment

· Preparation Commercial Invoice, Packing List, Certification Origin, Insurance Policy, Bill of Exchange, as per our customer requirement  and on basic of Customer Purchases order or Performa ( Quotation ) / As per LC

· Checking of ARE–1& RG-1 Register, ARE–3A endorsement by customs or Excise Bond officer against sales of  Bill of Export, CT3 sales and submitted to Central Excise

Invoice checking and posting in the Sales Day Book

Preparation of Monthly return for Central Excise and Sales Tax return and E-Filling
· Verification of closing stock and valuation of closing stock and preparation MIS Report for management.
	Personal Information

	Date of Birth
	01ST June 1975

	Sex and Marital Status
	Male & Married

	Languages Known
	English & Tamil


	Declaration


I hereby declare that the information given above is true and correct of the best of my knowledge and belief.
Page 2

