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CAREER OBJECTIVE:
      To pursue a challenging and audacious career in an organization that provides me an opportunity to utilize my skills and knowledge to become an eminent professional with excellent analytical and functional ability.
CAREER SNAP SHOT:

· Account Receivable Accountant – Al salama Hospital. Abu Dhabi, UAE (April 2015 to till now)
· Assistant Administrative coordinator and Accounts - Octopus Image Works. Kerala, India (April 2011 to August 2014)
· Floor Assist cum Accounts –     Cinnamon Club.Old Westminster Library , London, UK(August 2009 to October-2010)
PROVEN CAREER ROLE
  Account Receivable Accountant
· Perform day to day financial transactions including verifying, classifying, computing, posting and recording accounts receivable data.
· Prepare payment advice form to billing department.

· Receive weekly bank statement and confirm customer bank transfer and direct cheque deposit through remittance advice and email.   
· Prepare bills, invoices and bank deposits.
· Prepare receipt voucher and monitored and follow up the customers for overdue payment.
· Send updated statement account summary to customer for outstanding balance.
· Prepare sales report to match with sales module.

· Check combined transaction report of FOCUS and Billing.

· Prepare collection report to match with receipt module.

· Prepare bank reconciliation statement. 

· Reconcile the accounts receivable ledger to ensure that all payments are accounted for and properly posted.
· Generate outstanding balance statements and reports detailing accounts receivable status. 

· Monitor customer account details for non-payments, delayed payments and other irregularities.
· Prepare aging report based on billing aging report.
· To match and reconcile with billing department data base.

· Prepare and balancing outstanding report with billing outstanding.
· Maintain accounts receivable customer files and records.
· Investigate and resolve customer queries.
· Communicate with customers via email.
· Assist with month-end closing.
· Receive monthly Eye clinics cash memo and cash deposit slip.
· Keep record and prepare cheque payment (commission) for Abu Dhabi Police GHQ. 

· Receive real estate cheque, prepare receipt, keep record and enter the system.

· Keep PDC and deposit on time.

· Prepare lease agreement with tenant for new contract.
· Prepare receivable report on quarterly basis.    
· Prepare Health Insurance card application, correction and cancellation for all staffs.

· Daily Payment voucher checking.
   Assistant Admin coordinator and Accounts
· Preparing financial reports on a daily basis.

· Prepare receipt voucher and follow up with the customers for unpaid invoices.
· Prepare day to day bank transactions & day to day cash transactions reports.
· Entering and checking of payment and receipt vouchers.

· Prepare regular reports and summaries of accounting activities.

· Maintained Daybook and register.

· Reporting fund position at the end of the day.
· Control petty cash.
· Check weekly Bank Reconciliation Statements of all bank accounts maintained; resolve any differences in a timely manner.
· Salary statement preparation and making salary payment by bank transfer and cash.

· Credit control and collection of accounts payables and receivables.
· Prepare time schedule for workers.

· Cash collection, deposit the cheques and cash in bank.

· Ensuring day to day activities of all departments.

· Arranging weekly meetings with all departments.

· Resolve problem by coordinating preparation of reports, analyzing and identifying solution.

· Contributes to team effort by accomplishing related results as needed.   
· Offer suggestions on improving the accounting system if required.
Floor Assist cum Accounts
· Maintained high level of customer interaction.
· Greeting customers who enter the restaurant.
· Assist to the customers for food selection.
· Answering queries from customers.

· Prepare financial report on a daily basis.
· Responsible billing and takeaway.
· Clear day to day financial transactions.

· Give order for required inventory.

· Balancing cash registers with receipts.
· Dealing with customer refunds.
· Responsible dealing with customer complaints.
· Receiving and storing the delivery of large amounts of stock.
· Stock control and management.
· Responsible for processing cash and card payments.
· Prepare day to day cash transactions reports.

· Keep customer facing and communication.

EDUCATIONAL QUALIFICATION:
· MBA – HR from Norway University with First Grade, London in 2010

· B.com with computer application from Calicut University with First Grade, Kerala in 2008
PERSONAL STRENGTH:
· Hardworking with positive approach towards the target on hand.
· Good leadership skill and ability to work as a team.

· Ability to work under pressure.

· Dedicate amicable relationship and strong desires towards learning with management.

· Patience, Optimistic, Industrious, Quick Learning.

· Energetic and capable of working independently and a good deal of autonomy.

· Have excellent time management skills & can meet the deadlines without compromising on quality.

ACHIEVEMENTS:
· Demonstrates ability work as a team.
· Management level appreciation for the accuracy and quality.
· Gained working knowledge in Administration and Accounts.
· Goal oriented working to accomplish the assigned tasks on time.
COMPUTER PROFICIENCY
· MS Office (Word, Excel, Power Point)
· FOCUS
· Tally
·   Photoshop
·   Typewriting (Arabic & English)

PERSONAL PROFILE
Age




: 29 (Born on 6th March 1987)

Gender



              : Male

Nationality



: Indian
Language Known


: English, Malayalam, Hindi and Tamil
Visa status                                                     : Employment Visa
UAE Driving License


: License Holder
DECLARATION:
I hereby declare that the above mentioned details are true and correct to the best of my knowledge and belief. I assure you that I will do the best with the satisfaction of my superiors.
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