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	Personal Data

Date of Birth   :  May 20, 1984
Age                 :   31
Sex                  :  Male

Nationality      :  Indian

Marital Status  : Married
Visa Type        : Tourist Visit

Languages Known

English, Hindi, Malayalam, Tamil
Key Skills

Knowledge of final accounts and reconciliation statements and preparation of the same
- Knowledge of maintaining tight control on funds in various banks
- Knowledge of generally accepted accounting principles (GAAP)
- Knowledge of monthly salary statement preparation
- Knowledge of computerized information systems used in financial/accounting applications
- Knowledge of budgeting and preparation of yearly reports on the same
- Knowledge of principles and procedures of financial audits       
   -Knowledge of Tally, Oracle, Wings   

Educational Background
Bachelor Degree in Commerce(Tax Procedure & Practice)
from Kerala University in 2004
V.H.S.C(Accounting &Auditing from Board of Vocational Higher Secondary Education-Kerala in 2001
S.S.L.C Board of Public Examinations-Kerala in 1999


         Curriculum Vitae
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To work in an organization which will offer both challenges and opportunity to increase knowledge and responsibility with suitable level of promotions with maximum satisfactions and challenging career that utilizes my skills and provides a comfortable working environment.

Qatar Factory for Fire Fighting Equipment & Safety Systems – NAFFCO
Job Title   :   Accountant                from July 2012 to Sep 2015
Duties and Responsibilities

· Checking, verification and posting all cash and bank transactions in the system. Ensuring accurate accounting as per IFRS.

· Coordinating the preparation of payments after approval of Directors/Audit Dept. and responsible for disbursement of cheques.

· Controlling the GL accounts.

· Monitoring daily sales in outlets.

· Monitoring and posting the purchasing invoices.

· Controlling the monthly inventory and organizing the periodic inventory systems.

· Responsible to prepare monthly bank reconciliation.

· Keeping track of trade licenses/municipal license/chamber of commerce license expiry of company and arranging for renewals.

· Filing up of bank forms relating to online bank access and TR forms and coordinating to submit the same to bank.
· Checking & Vouching of Sub Contractors Payment Certificates and Invoices
· Checking and approving of Petty Cash

· Maintaining Asset Register and ensure that every addition and disposal of assets are properly done.
· Performing on a monthly basis reconciliation of all local & foreign supplier’s accounts  and collecting Balance Confirmation
· Performing on a monthly basis the reconciliation of Customer’s account and sending Balance Confirmation

· Monitor and accounting AP/AR entries

· Preparing and Monitoring monthly wise analysis of Telephone, Water and Electricity usage and reporting to the Finance Manager and HR Department
· Vehicle Insurance Monitoring

· Verifying Purchase orders

· Monitor accounts to ensure payments are up to date 

· Purchase Order and Non-Purchase Order payment processing 
· Assisting for preparing the Sales Analysis report

· Verifying Payroll and Settlements

· Assist in budget preparation and expense management activities for assigned accounts.
· Management of all properties, contracts, maintenance, payments & reporting of the same.
· Assisting Debt Collection

· Monitoring and accounting  Customer Invoices 

· Calculating Customs Duty and verifying forwarder invoices
· Prepare & enter Journal Entries which includes correcting entries, allocating expenditures.
· Recommend, develop and maintain financial data bases and manual filing systems.
· Managing bills received from vendors
· Preparation of unaudited annual financial reports prior to the audit.
· Making Payment vouchers and preparing the cheques to be submitted to the suppliers and coordinating with the key suppliers 

· Preparing the audit requirements and coordinating with the internal & external auditors.
Allies Fire Systems Pvt Ltd,Ernakulam- Kerala

Job Title: Accounts Manager  
         May 2008 to July 2012
Duties and Responsibilities

· Preparation of Trial Balance P & L account and Balance Sheet 

· Verification of Day Book, Ledger , Advance Register

· Filing monthly return of TDS, Service Tax and Sales Tax

· Preparation of P.F. Returns 

· Preparing Bank Reconciliation
· Submitting age-wise debtors statement to the Managing Director

· Verifying branch accounts

· Review and verify invoices and check requests 

· Manpower Invoice checking & Vouching

· Sort, code and match invoices 

· Maintaining Asset Register and ensure that every addition and disposal of assets are properly done.
· Calculating the depreciation as per the company policy.

· Reconciliation of all local & foreign supplier accounts 

· Vehicle Insurance Monitoring

· Prepare analysis of accounts 

· Monitor accounts to ensure payments are up to date 

· Purchase Order and Non-Purchase Order payment processing 

· Requisition and change order payment processing 
· Supports weekly and monthly financial closing activities and ensuring deadlines are met with compliance to all statutory requirements.
· Analytical review of various ledgers to ensure that variances are reasonable and errors if any are remediated.
· Follows up with department/divisions regarding issues related to financial and accounting practices, agreements and procedures.
· Coordinate with IT department to make changes / improvements in the system to ensure proper control and avoid manual accounting.
· Prepare & enter Journal Entries which includes correcting entries, allocating expenditures.

· Approve requisitions for construction in progress and forwards them to office for Purchasing 

· Preparation of monthly financial reports (Income Statement, Statement of Financial Position, Cash flow statement) and reporting to the Finance Manager.
· Preparation of unaudited annual financial reports prior to the audit.
· Coordinating with auditors and preparation of audit schedules
· Preparing the audit requirements and coordinating with the internal & external auditors.
· Reconciliation of balance sheet accounts.
· Performs other duties as required.
Cheekanal Industries & Trading Co, Pathanamthitta- Kerala

         Job Title: Accountant  
                                   December 2004 to April 2008
                Duties and Responsibilities
· Preparation of Trial Balance, P & L account and Balance Sheet 

· Filing Monthly and annual return to sales tax, Provident Fund office

· Monitoring  books of accounts, Inventory ,submitting age-wise details of debtors  and  creditors for collection & payments.
· Preparing Bank Reconciliation  

· Payroll preparation
·  Reconciliation of balance sheet accounts.
· Preparation of unaudited annual financial reports prior to the audit.
· Preparing the audit requirements and coordinating with the internal & external auditors.
Rajukutty Joseph & Associates (Chartered Accountants)- Kerala

Job Title: Audit Trainee                                     July 2004 to November 2004
        Duties and Responsibilities
· File and maintain a record of various supporting documents sent and received by the organization for reconciliation purposes 


· MS Office(MS Excel, Word)
· Tally 7.2 & Tally 9 ERP

· Wings
· Oracle R12

 
The Facts and Figures Finished above are true to the best of my knowledge and belief.

	


Career Objective:-








Employment History:-		11 + Years of Experience








Technical Qualification:-			
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