HARINDRANATHAN
	PERSONAL DATA

Date of Birth


:
22 October, 1975
Nationality


:
Indian

Sex



:
Male

Marital Status

            :
Married
Languages Known

:
English, Hindi & Malayalam[image: image1.jpg]-



           
E-Mail



:
 HARINDRANATHAN.293426@2freemail.com 

PROFESSIONAL EXPERIENCE 

(12 year experience in the field of Accounts & Administration)
1. Employer        :  AVANLI MEDIA FZ LLC, Dubai
    Designation    :  Accountant
    Duration
       :  Working since 15th December 2014
· Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.
· Report to management regarding the finances of establishment.
· Develop, maintain, and analyze budgets, preparing periodic reports that compare budgeted costs to actual costs, controlling income and expenditure
· Inspect account books and accounting systems to keep up to date, Posting to General Ledger and sub ledger, Prepare Bank reconciliation statement every month
· Liaising with managerial staff, colleagues and clients;
· Prepare daily income/sales and cash collection report and prepare daily journal entry
· Handling staff payroll, leave entitlements, deductions, staff loan & advances, other online payment, receivable/ payable, petty cash, daily cash and chq collection etc. 
· Using quick books accounts to generate all entries and financial reports 
2. Employer        :  INTERTEK INSPEC, Abu Dhabi

    Designation    :  Accounts Executive 

    Duration
       :  From 15th June 2007 to 13th December 2014
· Assist for preparing financial statements, maintaining cash controls 
· Prepare payroll & make remittances including salary forwarding, deductions etc.
· Prepare bank payment vouchers, receipt vouchers, journal vouchers

· Reconcile sub ledger balances with general ledger, Account for the fixed assets acquired through any grant. Calculate depreciation on such assets

· Plan, supervise and coordinate with concerned personnel on travel arrangements, group insurance plans and claims, fuel cards for company vehicles and so on

· Responsible for ensuring timely payment of loans, grants and bills

· Prepare and reconcile bank statements, establish and maintain supplier accounts, processes supplier invoices, maintain the purchase order system, ensure data is entered into the system, handling cash collections on daily basis.
· Prepare client invoice on time, maintain record of dispatched invoices
· Provides reliable and pertinent information for organizing and allocating funds

· Maintains confidentiality of information.
· Coordination with purchase/store dept for LPO/Invoice approval, payments etc
· Carry out other duties instructed by the management deemed as necessary.
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	3. Employer        :  LAHOUD ENGINEERING CO. LTD, Abu Dhabi

    Designation    :  Office Secretary cum Accountant 

    Duration
       :  From November 2003 to April 2007

Worked as an Office Secretary cum Accountant with Lahoud Engineering Co. Ltd for different sites (Ruwais /Habshan / Rumaitha etc) and responsible for secretarial & accounting functions.
· Invoice verification, accurate posting & prompt payment, handling staff payment, payroll & petty cash, monthly cost report, general receipts & site financial summary
· Project wise comparative account statements for Management, Bank & inventory reconciliation & co-ordination with purchase dept., Maintaining project wise accounts and keeping systematic record for audit purposes 

· Organizing and storing paperwork, documents and computer-based information, photocopying and printing various documents, sometimes on behalf of other colleagues

· Filing, organizing and servicing meetings (producing agendas and taking minutes) handling correspondence, liaising with relevant organizations, coordinating mail-shots and similar publicity tasks

· Ordering and maintaining stationery and equipment, sorting and distributing incoming post and organizing and sending outgoing post, arranging travel and accommodation for staff or customers and other external contacts, liaising with staff in other departments and with external contacts 

· Answering telephone calls, maintaining diaries, arranging appointments, taking messages

· Providing  administrative support to the management 

4. Employer        : TATA CONSULTANCY SERVICES, India 

    Designation    : Accounts Executive 

    Duration
       : From August  2001 to October  2003

Worked as an Accounts Executive with TATA Consultancy Services at Mumbai and Bangalore branches.

· Assisting the concerned Finance Manager in the financial planning.

· Co-ordination with other branches for payments & audit purposes. 

· Receiving and verifying invoices, quotations and arranging   payments.

· Responsible for maintaining regular books of accounts and thereby providing management information as required. Maintenance of day to day accounting statements/records

· Reconciliation  of bank accounts,  preparation of cash flow statements,  

· Handling financial documents and co-ordination with Administration Dept.

5. Employer         :  FEDEX SECURITIES LTD, India ( Mumbai)

    Designation     :  Accountant.
    Duration           :  From March 1999 to July 2001

· Maintenance of day to day accounting records in the computer

· Prepare payment and receipt vouchers and enter data for monthly accounts records.

· Handling petty cash, salary payments, Prompt TDS and other payments

· Preparation of balance sheet, Profit & loss a/c & trial balance 

· Bank reconciliation & dealing with banks, General Administration work.

· Receivable accounting, consisting of analysis of bill wise outstanding, party’s reconciliation Making relations with client as well as subordinates & solving problems.
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	SKILLS & CAPABILITIES 

· Ensure confidentiality 

· Assist employees with their queries and grievances courteously and promptly.

· Able to communicate orally with confidence

· Ability to use knowledge effectively and efficiently

· Able to relate well at levels; conscientious, thorough

· Able to work under pressure.
· Being able to set and justify priorities

· Abel to organize work and manage time effectively

· Willing to take responsibility 

· Ability to empathize with and work productively with people from a wide range of backgrounds
· Finance - handling, controlling & follow-up 
· Preparation of financial forecasts & related statements

· Capable of handling computerized account packages

· Preparation of purchase order, MR & other documents 

· Organizational awareness and understanding of the significance of financial information for the management decisions.

· Administrative tasks, Data entry  

· Information technology skills- email/internet/word processing/spreadsheets
EDUCATIONAL QUALIFICATION

M-Com (Calicut University, Kerala)

B-Com (Calicut University, Kerala)
SOFTWARE KNOWLEDGE

MS Office-Word, Excel, Outlook etc

Tally, Peachtree, Dac-Easy, Tata Ex-Next generation, Quick Books
PERSONAL STRENGTHS

Extremely honest, hardworking, dedicated and sincere, willingness to learn and   accept challenges, ability to work independently and as a co-operative team member, balanced and objective. Willing to work in very pressurized working environment.
​​​​​​​​​​​​​​​​​​​HOBBIES

Listening to music, traveling, reading
DRIVING LICENSE 

Valid UAE Driving License 
VISA STATUS

Residence Visa – FZ Dubai 
)



             Page 3 of 3
