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CURRICULAM VITAE

                                                         
CARREER OBJECTIVES
To obtain meaningful and challenging position in a growing company, one that enables me to make use of my knowledge and organizational and personal enhancement. Looking for a challenging position, were I can utilize my experience while enabling further development that welcomes fresh ideas, initiative, and dedication, demanding excellence in consistently meeting business objectives.
PROFESSIONAL EXPERIENCES

EMIRATES FLIGHT CATERING, Dubai from 3rd April 2006 to present as an Accounts Assistant
Duties:
· Recording all Accounting transactions in JD Edward Enterprise one (ERP).
· Recording all receivable and payable on daily basis.

· Preparing Monthly cost analysis on receivable and payable basis.

· Handling tasks related to cash disbursement and cash reconciliation.
· Cheque preparation for the suppliers.

· Ensured compliance with accounting deadlines.
· Posting and allocation against invoices.
· Reporting Budget utilization and any deviations against budget or company’s policies to the General Managers and Finance Manager.
· Certify all invoices relating to Projects and Capex Expenditures prior to payments and for accounting action.
· Establish and maintain a proper documentation and filing system for all CERA documentation controls and distribution. 
Reema cleaning and Maintenance Est., Bahrain as an Accounts clerk for the period of May 2004 – Aug 2005
Duties:
· Monitoring and recording company expenses.

· Help the chief accountant to make and finalize the employee benefit payments and final settlements as well as finalizing the monthly payroll
· Maintaining all books of accounts like cash book, ledger, sales book, purchase book, petty cash.
· Purchase order preparation for Maintenance equipments.
· Co-coordination with the credit control executive for the regular day to day operations of the company
· Handling petty cash and regularly maintain the petty cash register
Kannur Bricks & blocks Pvt Ltd, India as an Accountant for the period of Feb 2002- Mar 2004
Duties:
· Recording all Business Transaction in Journal and Ledgers.
· Preparation of invoices, Receipt vouchers, Payment vouchers Etc.

· Posting and allocation against invoices.
· Maintain Proper records for Stock receipt, issues and balance. 

· Analyzing monthly Bank reconciliation and Financial Statements (Final Accounts) preparation. 

· Cash/Chq collection and deposits on daily basis.
· Payroll Preparation for 200+ employees.
EDUCATIONAL QUALIFICATION

· Bachelor of Commerce (Co-operation) in 2002 (University of Calicut in India).
· Vocational Higher Secondary Education (Accountancy & Auditing – Board of Vocational Higher Secondary Examinations, Govt of Kerala) in 1998.

· Secondary School Leaving Certificate (Board of Public Examinations, Govt of Kerala) in 1996.
TECHNICAL QUALIFICATION
· Advanced Diploma in Computerized financial accounting -ADCFA (Computerized Accounting Packages such as Windows based Tally, Windows based DacEasy Sage, Windows based Peachtree & Windows based Tata EX etc...)
· Diploma in computer application (MS Word, Excel, Power point & Office Outlook).
· Well versed in MS Excel.

TRAINING PROGRAMME
· Elementary Food Hygiene (The Royal environmental Health Institute of Scotland )

· Air Side Safety Awareness.

LANGUAGE KNOWN
     Read & write                     :                English, Hindi and Malayalam.

     Speak                                  :                English, Hindi and Malayalam.

PERSONAL DETAILS
     Date of Birth & Age         :                06-08-1980, 31yrs
     Marital Status                   :                Married
     Nationality                        :                Indian
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