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Seeking assignments in Accounts / Media Coordination / Operation / Commercial / Administration with a reputed and growth oriented organization.
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Overview 

· Graduate with around 8 years of work experience, 2 years 7 months as Accountant in UAE (Dubai) and 1.9 years in Media Coordination and 4 years in Customer Service / Mortgage Loan Underwriting
· Worked in Dubai with “THE ONE BUSINESS SYSTEMS L.L.C.(TOBS) – Sole Distributor and Direct Representative of Tally Solutions for Middle East & North Africa” as  Chief Accountant
· In India was employed  with “Arena – outdoor media division of Lintas Media Group for Hindustan Unilever” as Media Coordinator
· Proven ability to work under pressure with minimal supervision
· An impressive communicator & a good team player with honed interpersonal and trouble shooting skills
Employment Scan

LLC - Dubai, UAE.




June 2013 – Jan 2016     

Chief Accountant

Serviced with The One Business Systems LLC- Software Company operating in Dubai for the last 14 years & Sole distributor of ERP software in Middle East & Africa, including UAE, Oman, Bahrain, Qatar & Libya.

Key Responsibilities:
· Accounts Receivable, includes processing payments, collections on overdue accounts, account Reconciliation and producing statement of accounts. Also includes updating payments received on daily basis

· Accounts Payable, includes processing invoices, following up with vendors and resolving discrepancies in a timely manner
· Ensure the financial policies and procedures with proper internal controls
· Recruiting and training the accounting associates
· Ensure accuracy of daily reports prepared by accounting associates
· Audit all expense reports & inventory reports
· Audit all Payment vouchers
· Review purchase orders and contracts
· Bank Reconciliation- Balance Sheet Reconciliation
· Month end closing and passing journal entries
· Preparing month end reports-actual v/s budget of revenues & expenses, variance analysis
· Maintain good business relationship with clients
· Audit all expense reports before submitting to the Director of Finance
· Assist the Director of Finance with month-end closing process
· Assist the Director of Finance with month end reports- actual versus budget of revenues and expenses & variance analysis
· Intercompany transactions management
· Processing Employee expenses report, verifying expenses are within the company guidelines, correcting errors and entering into the finance system
· Handling WPS and Salary through exchange
Lintas Media Group                                                                                       May 2011 – April 2013
Media Coordinator 
Key Responsibilities:

· Generating campaign estimates and release orders
· Coordinating with the client servicing team for pay-outs to enable estimate and release order generation

· Maintaining revenue & billing reports
· Follow-up with vendors and regional offices for timely bill submission

· Coordinating with the internal commercial team / client servicing team / regional offices for timely bill submission to clients and vendor payments
· Coordinating with the accounts department of HUL for bill submission and collections
Intelenet Global Services Private Limited                                                          Oct 2007 to Nov 2010
Senior Executive – Advanced Loan Underwriter for Barclays 
Key Responsibilities:

· Accepting mortgage applications

· Assessing and Underwriting the mortgage applications

· Assessing credit report to analyse credit history of the mortgage applicant and thus conclude if the mortgage can be approved

· Requesting for income documents to prove the income stated

· Analysing the documents sent and request for any extra information required

· Coordinating with the applicants, branch advisors and brokers to request documents, to inform the approved mortgage loan amount

· Applying discretion to approve a mortgage for the entire loan amount applied for or the maximum that can be approved given the credit history, income stated and the documents provided.
· Create a PLEASANT work environment for all.  Build and maintain an accounting department that is “FIRM BUT FRIENDLY”
JP Morgan Chase                                                                                               May 2005 to May 2006
Customer Service Executive

Key Responsibilities:

· Working with clients ASIA TEAM comprising of regions: - Asia, Middle East, U.K.  

· Co-ordination with Client mostly in Asia and U.K.

· Taking up internal project and completing it in time and maintaining good accuracy level 

· Dealing with client on board, solving queries of traders, trade support to other branches of client. This includes client setup, setup counterpart for settlements of trades, holiday lifting for trade settlements
· SWIFT CODE MAINTAINENCE, Spot Exchange rate maintenance and Marginal funding rates maintenance                             

Technical Credential

Practiced operating system:         Windows7, XP, Vista, and Internet
Practiced office package   :          Microsoft Office and Microsoft PowerPoint
Scholastics 

2005
:
Bachelor of Commerce (BCom) from South Indian Welfare Society College of Commerce     (SIWS), Mumbai University
Certificate Course

2004
:     Advanced Certificate of Finance Management from Prin. L. N. Welingkar Institute of     Management
Personal Vitae 

Date of Birth

: 5th February 1985
Languages Known
: English, Hindi, Marathi and Tamil
Personal Status       : Married (Husband Visa)
Interest & Hobbies

· Listening Music, Watching Movies, Dancing, Reading, Internet surfing, Travelling & Swimming
