CURRICULUM VITAE

[image: image1.png]




Dear Sir,
I was very pleased to learn of your need for an Accountant. I believe the skills and qualities you are looking for are well matched by my experience and background.

Please allow me to demonstrate my capabilities as they relate to your stated job criteria.

· Successful track record of processing supplier payment with high accuracy.
· Strong skill for handling group of companies and intercompany reconciliation.
· History of implementing and maintaining efficient accounts payable systems and procedures

· Demonstrated ability as a collaborative and proactive solutions seeker

· Strong communication skills for interacting with vendors and employees in a professional manner.
· Able to work independently in a well organized manner to balance and prioritize multiple demands
· Inventory Management Control.

· Good experience in Manufacturing.

· Good Knowledge of VAT.
· Proficient in MS Office, Excel and ERP (Microsoft Dynamics)
My enclosed resume covers my experience in greater detail.  I am confident that my strong work ethic combined with my skills and enthusiasm will add measurable value to your organization. I look forward to meeting with you to discuss the job opportunity further.

Thank you for your time and consideration.

Objective
To contribute my sincere efforts for the growth and prosperity of an organization through which I can seek a career opportunity, where my dedication and hard work will gain me a position of substantial responsibility with potentials for growth. 

Aspiring to have a good career path with my interest and ability to learn and deliver the results.
Academic Credentials

Course






Name of the Institution
· Bachelor of Commerce  -Completed 2007
: 
Calicut University, Kerala, India
· Plus Two

-   Completed 2002
:
Askshara College, Tirur, Kerala
(Calicut University, Kerala, India)
· S.S.L.C
        
-   Completed 2000
:
Govt. Higher Secondary School. Tirur
(Education Board of Kerala, India).             
Computer proficiency
· Experience in ERP (Microsoft Dynamics AX) and Oracle
· Diploma in Accounting Software (Tally, Peachtree)
· Advance Diploma in Computer Application (Visual Basic with Oracle, Program C, FoxPro, Photoshop, Coral Draw, PageMaker)
· Diploma in MS-Office.
· Detailed knowledge of Accounting Software, document control systems, advanced and good knowledge of MS Office packages (Word, Excel, Power Point & Outlook). 
· Computer Hardware: Servicing, System Assembling, Installation and Trouble Shooting. 
CAREER HIGHLIGHTS
DUTIES AND RESPONSIBILITIES
ACCOUNT PAYABLE:
· Maintain a high level of customer service in accordance with Service Level Agreements and provide consistent, timely and accurate delivery of accounts payable services to clients through managing and conducting daily operational activities.
· Contribute to the operation and integrity of the departmental accounts payable system and ensure accounts payable functions are delivered effectively and efficiently for clients.
· Conduct regular reviews of policies and procedures to identify issue or provide improvement to current procedures and systems and continually review and update the process of accounts payment to ensure that it meets Auditor requirement and is achieved with maximum efficiency.

· Ensure all goods and services ordered are received and the authority used for the purchase, complies with government legislation and local policies before processing payments of accounts.

· Undertake a range of operational activities associated with accounts payable including providing an escalation point for complex queries, providing advice to clients and vendors, creditor file maintenance, monthly reconciliations, invoicing and claims management and other relevant duties as required.

· Ensure system jobs are scheduled in accordance with set timeframes and required checks have been completed, scheduling Masterpiece accounts payable batch processing and scheduling accounts payable cheque processing and coordinating disbursements.
· Maintain the records of accounts payable by filing all source documents and system generated reports, and prepare reports and other documentation for management when requested.
· Conduct research on payment errors due to error in data entry.

· Process and fulfill check requests and wire transfers.
· Payment against documents through Bank.

· Payment against L/C documents.

· Petty Cash Supervising and Booking.

· Keep records on accounts like expenditure, loss and profit.

· Coordination of approval processes of all accounts payable invoices.
ACCOUNT RECIEVABLES:

· Manage with the entire responsibility of analysis the account receivables and aging report thereof.

· Reconcile account receivable with the client.

· Create innovative revenue system that increases the overall growth of the Organization.

· Check and verify ship management reports and accounting entries of source documents such as Invoices, Vouchers, Debit and Credit Note.

· Resolves collection and invoice discrepancy matters.
· Verify details of transactions, including funds received and total account balances.

· Coordinate with bank for L/C

FINANCIAL REPORTING:

· Prepare financial statement such as bank, inter company and fixed asset reconciliation.

· Manage the accumulation and consolidation of financial data necessary for an accurate accounting of total business result.

· Coordinate and prepare financial statement / report for the Chief executive officer and Board of Directors.

· Prepare and adjust entries, account, bank reconciliation and financial statements.

· Prepare various schedule and analysis of significant account balance.

AUDITS:

· Confer and Coordinate for Audits with the Internal and External Auditors.
· Conducts various audit procedures such as receivable and payable confirmation, materiality determination, enquiries and analytical procedures.

· Work closely with Auditors during yearly audit.
ACCOUNTING STAFF:
· Responsible for handling activities in accounts Payable and Receivable.
· Inventory control and supervising yearly stock taking.
· Send and process Credit Memos and Purchase Order.

· Check and Confirmation of concern approval in order to issue Purchase Order .

· Assist in maintenance and completion of general ledgers.

· Handle the tasks of negotiating due accounts.

· Contact customers concerning payment dues and account collection.

· Handle the tasks of providing administrative support through drafting official correspondence of company, filling, typing and data entry.

· Preparing of Cash Flow Reports
· Rectify escalated accounts payable issues from employees and vendors.
· Setup and maintenance of vendor database and vendor filing system.

· Researched and resolved billing and invoice problems.

· Preparation of Voucher, Ledger, Journal Entry and Invoices.

· Preparation of Sales and Purchase Report.

· Coordinate with Bank for Bank Guarantee.

ORGANIZATIONS DETAILS AND WORK EXPERIENCE
1)
Organization Name

:
Concorde Corodex Group






Handling two Companies Accounts







1. Corodex Industries LLC,







2. Al jaddaf Electromechanical


Designation


:
General Accountant
Managerial and Financial Accounting with ERP Project


Period of work


:
From May 2014 to till date








www.corodex.com, www.concordeuae.com
2)
Organization Name

:
Corodex Industries Co. LLC, UAE


Designation


:
Accounts Payable Specialist
Managerial and Financial Accounting with ERP Project


Period of work


:
From 13th Jan, 2010 to May 2014







www.corodex.com, www.concordeuae.com
3)
Organization Name

:
Concorde Trading Co. LLC, UAE
Client



:
ADSSC (Mafraq Waste Water Treatment Enhancement 

Project – Abu Dhabi, 50,000 M3/Day)

Consultant


: 
PARSONS Intl Ltd


Designation


:  
Project Coordinator cum Petty Cash Custodian
Petty Cash handling
Period Of work


: 
From 08th Aug 08 to 12th Jan 10 (Project Completed)






www.corodex.com, www.concordeuae.com
4) 
Organization Name

: 
RedOrange Computer Solution Ltd in India.
Designation


: 
Accountant

Monthly Report Preparation, Computer Billing, Cash Maintenance, Monthly Stock taking and Making Report etc.

Period Of work


: 
8 months (from 11th Oct, 2007 to 22nd May 2008)

5) 
Organization Name

: 
RedOrange Computer Solution.
Designation


: 
Computer Billing Operator
Sales and Purchase Entering, Preparation of Monthly Stock Report
Period Of work


:
3 months (from 2nd Aug 2007 to 10th Oct, 2007)

6)
Organization Name

:
Quick and Better Solution Pvt. Ltd
Designation


:  
Accounting Software Service Engineer

Installation and Testing of Accounting and Trading Software Teaching and Troubleshooting of Software to the Client, etc...)
Period Of work


: 
From October, 2006 to 15th July, 2007
PERSONAL DETAILS
Date of Birth


:
21st May, 1985



Sex



:
Male

Marital Status


:
Married
Religion



:
Muslim

Languages Known   

: 
English, Hindi, Malayalam, Tamil and Arabic.
DECLARATION:
I hereby declare that the particulars mentioned above are true and correct.
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