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Manoj 
Manoj.305551@2freemail.com 						  


More than 10 years of experience with strong understanding of all aspects of accounting and financial management. Ability to manage multiple tasks under tight deadline schedules.  A self directed professional with excellent problem solving, analytical and communication skills. 

Strong and effective relationship with company management, coworkers, vendors and clients, Noted for improving efficiency, accuracy and cost reduction

Good interpersonal and communication skills with an ability to develop and maintain sound business relations.


Professional Objective: Seeing a position in Accounts and Administration with a reputable company where my skills and experience will have a valuable impact.


Areas of Expertise
	· Budget creation, Forecasting & Cost Analysis.
	· Accounts Payable & Accounts Receivables.

	· Vendor  & Customer Relations
	· Financial Statements & Preparation

	· General Ledger Entries & Audits
	· Data Entry, Receipts & Invoices

	· Reconciliation & Analysis monthly
	· Reporting & Documentation

	· Business Process Improvements
	· Administration

	· Pay Roll Management
	· Microsoft Office Proficient













Professional Work History


Arabian Automobile Association
Period: April 2007 – till date
Position: General Accountant & Administration
Reporting to: General Manager   

Responsibilities:

· Preparation of general ledger, accounts payable, cash management and financial statement preparation.
· Monthly journal entries.
· Prepare and analyze balance sheet, income statement and cash flow statements..
· Responsible for intercompany accounting transactions.
· Maintains the basic ledger and consolidates reporting.
· Manages banking relations.
· Analyzes accrual amounts, account reconciliations, and negative financial debt reserves.
· Interfaces with exterior audit companies, casualty/liability insurance coverage agents.
· Provides Administration Support.


Essey Gas (Subsidiary of Shell Gas), Gaborone, Botswana
Period: February 2006 – March2007
Position: Accounts Executive


Ceyenar Chemicals Pvt. Ltd. Kerala, India
Period: December 2004 – January 2005
Position: Accounts Executive

Responsibilities:

· Monitoring of transactions with Inter branch & sister concerns 
· Reconciliation & Ageing Analysis of accounts of customers & suppliers 
·  Stock analysis, MIS reports preparation and scrutiny
· TDS, PF & Company law matters 


Ipsr solutions Ltd;  Kerala, India.
Period: August – November 2004
Position: Product Consultant 

Responsibilities:

· To give full support to their accounting software called eZcom.
· Analyzing with current market trend and making their suggestions 
· Preparing help menu in html format with support of Macromedia Fireworks MX 2004 and Microsoft Visual Basic Inter Dev 6.0 
· Preparing Clientele reports, Bench matrix, Clientele pains and Comparing study



Fraser & Ross, Coimbatore (a unit of Deloitte & Haskins & Sells) 
Period: October 2000 – March 2004
Position: Junior Assistant 

Responsibilities:

A. Internal Audit of BPL Mobile Cellular Limited, [Oracle Finance based]

· Expenses & Liability 
· Fixed Assets 
· Customer Administration Group [CAG] 
· Receivables and other current assets
· Payroll and Staff welfare
· Stock verification with SAP inventory module.

B. Internal audit of Shahi Export House, a leading Garment Export Company,    Bangalore.

· Checking of all Receivables and Payable bills.
· Authenticity of Sales invoices of both air and shipments.
· Indent audit.
· Stock verification with registers


Academic Qualification:

Bachelor of Commerce [Cost Accounting] from Mahatma Gandhi University, Kerala, India


Proficiency in Computer:

· Tally 5.4, 6.3 and 7.2
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