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Objective: 
Gain a position as an Accountant and in Administration contributing my skills and proficiency in handling administrative and financial tasks and thereby contributing to achieve goals of the company.

Summary of Qualifications: 
· A highly organized and detail-oriented Senior Accountant with over 18 years experience providing thorough and skillful administrative and accounting support to senior executives.

· Dedicated and focused; able to prioritize and complete multiple tasks and follow through to achieve project goals.

· Highly skilled in assisting special events like conferences, staff in all aspects of special event harmonization.

· Computer skills include latest Windows Applications, MS Office, Tally and Peachtree (Accounting software), Visual Basic and MS Project 2003, MS Outlook and various Internet applications. Worked on SAP Application for Alcatel and export file Application for financial reporting and IDEAS for Exxon Al Khalij, Abu Dhabi
· Good experience in payment transactions, book keeping and management accounting.

· Professional Diploma in Business Administration specialized in Accounting for Managers and Auditing. 

· Bachelor of Commerce Degree specialized in Accounting and Auditing

Training Programs 
· 19 – 22 March 2002 Concepts of Management Controlling On Job Training in France 

· 17-20 July 2005 Essentials of Project Management Alcatel University 

· 22- 25 September 2005 Project Management Basic Alcatel University – WBT 

· 11-12 June 2008 Essential Office Administration Skills The Petroleum Institute 

· 21- 22 January 2009 HSE - Emergency Medical Response The Petroleum Institute 

· 29 January 2009 HSE - Fire safety & Emergency Evacuation The Petroleum Institute 

Work Experience 
Accountant (Contractor - Oil Exec)




Exxon Mobil (Al Khalij), Abu Dhabi

ZADCO Project







10/08/2014 – 30/06/2016

· Full Support to Senior Accounting Analyst and maintained accounts and financial records for Abu Dhabi office in accordance with ExxonMobil policies, procedures and practices

· Handle the day to day accounting transactions for EAKI including: 

· Coding invoices to the correct GL account and cost center 


· Initiating new vendor set up 

· Arranging the required approval of invoices 

· Entering invoices into Accounts Payable system (IDEAS software)

· Releasing payment either by cheque or by bank transfer via Houston payables. Ensure supplier payments are accurate and timely. 
· Preparing short term cash flow forecast to assess cash needs and support cash call

· Participate in the preparation of monthly accounts including general ledger and related reports:

· Record incoming/outgoing inter-company charges via INNET and ensure proper supporting documentation

· Prepare journals to record transactions in IDEAS General Ledger

· Manage the release of cash advances to PRO and subsequent clearing against cash receipts

· Maintain files of all relevant documentation to support financial statements and records and to ensure timely and full retrieval of information when required

· Provide back up support for Senior Accounting Analyst in her absence
· Perform other appropriate ad hoc tasks as requested by Business Service Manager

· Reconciled monthly corporate statement to support documentation and managed to resolve any discrepancies on a timely basis. 

· Responded to vendor and employee payment inquiries. Prepared monthly entries to the general ledger and prepared corresponding account reconciliations and assisted in the monthly closing process. 

· Evaluated and implemented internal control policies and procedures

· Processed employee expense reports, reviewed documentation and managed third party travel expenses on ESpeed buy (Exxon Houston). Assisted all Zadco Secondees in preparation of Expense reports, Petty Cash reimbursements via payroll (Home or Host)

· Support Billing Analyst in preparing Zadco invoicing and other support documents along with month end journals, reconciliations and cross charges. 
· Performed monthly inter-company transactions; reviewed and researched overhead statements for accuracy during month-end, working with department managers.
Accountant (temporary position)




Exxon Mobil (Al Khalij), Abu Dhabi

ZADCO Project







08/09/2013 – 15/1/2014

· Planned and supervised processing and payment of invoices within Accounts Payable ensuring that support documentation is complete and policy and procedures are adhered to at all times (IDEA Accounting package)

· Ensured supplier payments are accurate and timely

· Processed accounts payable and expense reports in accordance with established policies and procedures. 

· Prepared checks by ensuring proper support is attached for review. 

· Reconciled monthly corporate statement to support documentation and managed to resolve any discrepancies on a timely basis. 

· Responded to vendor and employee payment inquiries. 

· Prepared monthly entries to the general ledger and prepared corresponding account reconciliations and assisted in the monthly closing process. 

· Evaluated and implemented internal control policies and procedures

· Processed employee expense reports, reviewed documentation and managed third party travel expenses on ESpeed buy (Exxon Houston)

· Prepared month-end journals, reconciliations, and cross charges. 

· Performed monthly inter-company transactions; reviewed and researched overhead statements for accuracy during month-end, working with department managers.
Accountant 






Dolphin ShipChandlers Co. LLC, Abu Dhabi 







   
 
01/05/2011 – 30/05/2013

Financial Responsibilities: 

· Managed daily financial duties for office including invoicing, checking account balances, ordering office and field supplies. Checking Purchase orders & delivery notes and invoicing. Ensured that Purchase orders are issued as per the budget and with the requirement of any local purchases. Responsible for evaluation of quotations as per the requirements of the contract. Assisted in the Procurement Process. 

· Balance sheet reconciliation on weekly and monthly basis, analysis reconciliation and follow up of any outstanding issues. Reconciled daily invoice transactions and entered daily sales into the database of the company. Handled accounts for receivables or payables and finalization of accounts and maintaining up to date ledger balances up to trial balance. Also maintained petty cash for local transactions.
· Handled daily Account payable process, supervised and managed vendor and supplier relations, and ensured timely, accurately processing of invoices, purchase order, expense reports, payment transactions and credit memos.
· Monitor and maintain control for all financial documents including bank transfer letters and payments.

· Followed up the operations: work progress report, expense control, budget drawing-up and analysis. Also responsible for controlling cash expenditures and management of cash transactions. Preparation of Account Creation and Amendment forms in accordance with the approved manpower & organization charts. 

Administrative Responsibilities:
· Performed various secretarial/clerical duties such as documenting, photocopying, faxing, mailing, and responsible for organizing filing system. Managed, organized and updated files, records, correspondence, charts and reports – Performed HR office services such as:  filing documents, printing reports and important confidential documents, maintained Personnel and Confidential files, Updated employee’s files and records, like Emirates ID cards, Labour cards, Security Port Passes, Visa Status, leave status accruals and entitlements, sick leave.

· Handled discrete information related to employee relations, changes in the organization, performances, appraisals, confidential information issues, and other sensitive HR-related matters. Ensured the department complies with all recruitment Policies, Laws, and Regulations. Assisted staff with routine HR related questions, served as the first point of contact for employees – Assisted company staff in solving HR issues.

· Set up meetings and interview schedules as part of recruitment process – Received applicants and guided them, functioning as company representative.

· Made reservations and coordinated travel schedules for management.

· Prepared Minutes of meetings, visit reports and presentations for the management. Organized the scheduling of meetings, conferences, and events; distributed minutes for them. Coordinate agendas for meetings with visitors and clients– arranged guest and travel accommodations.

· Involved in planning weekly schedules, travel reports, phones, parking and office keys.

Accounts Assistant, Finance Division, Petroleum Institute, Abu Dhabi 

1/12/2009 – 1/12/2010 


Administration Assistant, to the Finance Manager, Petroleum Institute, Abu Dhabi 
1/4/2007 – 1/12/2009 (Direct hire) and promoted as Senior Administration Assistant to Finance Division

Administration Assistant, Director of Finance and Administration 
                    15/06/2006- 31/3/2007 (Sub Contractor Hire)

And Human Resources Division, Petroleum Institute  
· Independent correspondence through email and regular mail and providing a top management support involving all confidential and finance & administrative support, like preparing presentation for Budget & variances, scheduling top priorities meetings, preparing agendas, furnishing information and various data and compiling various reports needed for the management.

· Handled top priorities Meeting and took the minutes of meeting and getting it approved with concerned persons and Higher Management

· Managed daily finance & administrative duties for office including invoicing, checking account balances, ordering office and field supplies. Checking Purchase orders & delivery notes and invoicing. 

· Also assisted the Financial Controller with work progress report, expense control, budget drawing-up and analysis. 

· Checked the VIV (Vendor Invoice Vouchers) for various departments. Knowledge of preparing statement with relation labor, materials, shipments & direct or indirect costs. 

· Also maintained and updated employee's files and records, like training, travel missions, Duty travels, Vendor Invoicing Vouchers. 

· Monitored and maintained control for all financial documents including bank transfer letters and payments. 

· Knowledge of preparing statement with relation manpower cost, materials, administration cost (Direct or Indirect costs. Knowledge in Management in Manpower planning – Headcount needs and in line with Budget requisitions for current and future needs. Assist in the Annual Manpower Budget exercise & preparation of periodic manpower reports for all divisions and departments.

· Also assisted the Provost and President Office for various activities and conferences on high priorities. Assist in the Annual Performance Appraisal exercise and create reports of faculty & staff evaluation. 

· Also experienced in maintaining and updating employee's files and records, like leave status accruals and entitlements, sick leave, training and travel missions, dealing with Duty travel, Travel authorization. Assisted the HR Supervisor in the Recruitment & Mobilization process through the following activities. Prepare Interview schedules for both local and overseas interview candidates 

· Liaise with ADNOC travel desk to arrange flight itineraries for interview candidates and newly recruited staff & faculty

ASSIGNMENTS at the Petroleum Institute (PI)

· Second Commencement Ceremony (Graduation) of the PI:  Assisted in the visa, flight and hotel arrangements for the distinguished speakers with ADNOC travel desk.

· ICMSAO 2007 (International conference organized by the PI, Contact reference Dr. A. Al Keib and Dr. Saleh Al Hashemi). Assisted in the coordination of visa documents and helped to organize the registration process, maintained the delegate database, prepared of name badges and certificates.

· METSMAC 2007: (Annual Middle East Teachers of Science, Maths & Computing conference, Contact reference Dr. Saleh Al Hashemi).  Organized all flight & hotel arrangements for the delegates and speakers, Also assisted in Slides Presentation for the conference and coordinated with entire  Registration process,  prepared VIP & other invites,  liaised with the OPCO’s and sponsorship companies and  prepared  detailed attendee and expense reports.

Management Controller, Mobile Communication Group



 6/2001- 12/2005 
Alcatel Lucent (Alcatel Trade International AG), Abu Dhabi, United Arab Emirates 
Financial responsibilities 
· Monitored the financial aspects of Mobile Networks Contracts with the local operator, which consist on the purchase of equipment and supervision of installation and supplies of the Mobile network, for a value exceeding Euros 280 M. 

· Assisted in commercial controlling and other accounting activities for our customer like Etisalat- UAE, 

· Q-Tel – Qatar, Investcom – Yemen and Al Ettihad Etisalat – Saudi. Also assisted in making monthly progress and project reports, Headcount reports and presentations for these customers. 

· Provided regular project status reports to the higher Management locally and for head office in France for Headcount and Budget cost – for current requirements and future needs. Assisted for implementing costing, cost controls procedures and all financial aspects for the regional regions i.e. for UAE, Qatar, Yemen and for Saudi operations. 

· Ensured that Purchase orders are issued as per the budget and with the requirement of any local purchases. Responsible for evaluation of quotations as per the requirements of the contract. 

· Followed up the operations: work progress report, expense control, budget drawing-up and analysis. Also responsible for controlling cash expenditures and management of cash transactions. Also responsible for all data entries in the SAP system for bills payment and receivables. 

· Fully involved and handled the month end close of general ledger, including activities related to payment and issuance of Payroll and other expenses payments. Entry of all petty cash transactions and reconciliation 

· Balance sheet reconciliation on weekly and monthly basis, analysis reconciliation and follow up of any outstanding issues along with P&L reports. Handled accounts for receivables or payables and finalization of accounts and maintaining up to date ledger balances up to trial balance. Also maintained petty cash for local transactions. 

· Dealt with issuance of LC, Performance Bonds and Letter of guarantees with various Banks. 

· Export file reporting to Head Office in Velizy, France along with the explanation and variations in each month and using SAP applications. 

· In charge of invoicing the customer and collecting cash, and participated in the sales forecast. 

· Set up the local management control and reporting tools including managerial accounting. 

· Export file reporting to Head Office in Velizy, France along with the explanation and variations in each month and using SAP applications. 

· Prepared and dispatched Quotations and Tenders for new arising Customers within UAE, Qatar and Yemen. 

Administrative Responsibilities 
· Handled confidential materials with multiple and competing priorities. 

· Interface with the Central Management control and Finance departments at Head office in France. 

· Interface with Project Manager and Contract Manager for new contract negotiation, any amendment to be made in the contract or any commercial issues. 

· Took Minutes of the Meeting and sending to Higher Management and concerned representatives

· Participate and assisted with HR Manager in recruitment, also involved in implementation, development and interpretation of policies and procedures, performance management, compensation and benefits as per UAE labor law, and trainings. Also responsible in responding to employee questions regarding benefits, pay related issues, company policies and other employee concerns. 

· Maintained and updated employee’s files and records, like leave status accruals and entitlements, sick leave, missions. 

· Managed the team of expatriates and local supervisors and providing them with daily updates based on priority of sites and time frame of the project. 

· Monitored the performance of multiple sub-contractors and expediting the progress. 

· Also participated for import and export procedure of shipments, relating to documents like Bill of lading, commercial invoice, packing list, certificate of origin and insurance certificate with our shipping agents, Maltrans,  for both sea and air shipments. 

· Assisted the Project Manager for analyzing the project cost and maintaining the inventory in accordance with the project requirements and assisting in preparing all documentation required for customer acceptance. Also working for Managers and Department Heads in reviewing and resolving employee personnel issues and performance issues. 

· Independent correspondence through email and regular mail and providing a top management support involving all secretarial, confidential and administrative support. 

· Managed in taking actions in urgent matters in the absence of the Manager. 

Alcatel Mobile Network Division 





8/1996 - 5/2001 
Alcatel Lucent (Alcatel Trade International AG), Abu Dhabi, United Arab Emirates 
Executive Assistant 
· Provided all the Administrative support to the Program Management. 

· Assisted the Local Manager in preparation of presentations and monthly reports for ETISALAT and for France. 

· Prepared travel authorizations, process expense reports, purchase requisitions, capital request, maintain calendar, order office supplies, presence sheet, and always assisting department members. 

· In addition, supported the Project Manager, Contract Manager and Staff personnel & got involved in the management of 45 persons. 

· Assisted in preparing and dispatching Quotations and Tenders for ETISALAT. Maintaining and updating Documents for tenders as per RFQ from customers. 

· Also worked for Managers and Department Heads in reviewing and resolving employee personnel Issues and performance issues. 

· Reviewed all employee change of status forms to insure compliance with policies and procedures. Also responded to employee questions regarding benefits, pay related issues, company policies and other employee concerns. 

· Assisted logistic Manager for the imports and exports of shipment via sea or air for our contractual deliveries to be made to Etisalat. 

· Handled confidential materials with multiple and competing priorities. 

· Independent correspondence through email and regular mail. 

· Managed in taking actions in urgent matters in the absence of the Manager. 

General Ledger Accountant 
· Review of monthly expenditures for errors, differences in actual to budget. 

· Implementation of checks and balances for accounting department. 

· Review of all incoming department mail including accuracy of all requests for disbursements and corrections to incoming requests. (Signature approvals, account coding, vendor coding, new vendor issuance if necessary.) 

· Fully involved and handled month end closure of general ledger. 

· Entry of all petty cash transactions and reconciliation. 

· Implementation of fixed asset recording on a monthly versus a yearly basis, more effective and efficient reporting. 

ASSIGNMENTS at Alcatel Lucent

· Energy 2030 conference:  Assisted in visas, flights, hotel arrangements and Abu Dhabi short tours for the distinguished speakers and Guests in coordination with Omeir Travels and Abu Dhabi Hilton. 

Poonam 


Email: � HYPERLINK "mailto:poonam.315567@2freemail.com" �poonam.315567@2freemail.com� 
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