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Executive Profile :
A skilled and highly talented Financial and Accounting Management Professional with more than 10 + Years of rich experience in handling broad-based accounting functions for diversified industries. Performs with integrity and professionalism both as individual and team member throughout fast-paced work environment. Proficient with very strong Technical and IT skills. 

Immediately Available / Visa Status: Visit Visa  
	CAREER ABRIDGEMENT :

	· 10+ Yrs Proven Experience in Financial Accounting 
· Finalisation of Accounts/ Monthly & Yearly Closing 
· Inventory Control, Purchase & Asset Management
	· MIS/Financial Reporting & Analysis
· Project / Job Accounting ,Costing & Analysis  

· Cash/Fund Flow Forecasting &Management 

	· Accounts Receivables & Payables 
· Internal Auditing & Liaise with External Auditors
· Import, Export-LC, Logistic Coordination  
	· Budget and Forecasting
· Bank Follow Up & Fund Management.
· Bank Facilities -OD,TR,Murabah,LC etc

	· Costing & Cost Control / Internal Control 
	· Admin Support & HR Assistants

	· Payroll Management & HR Department Coordination
· IT Assistance-ERP, Networking, VPN and POS
 SECTORS OF EXPERIENCE : 
· Manufacturing & Production (Job/Project ) 
· Service / Hospitality

	· Designing & Implementing Systems 
· Oracle & SQL based ERP Software, SAP
· Trading – Whole Sale / Retail-POS
· IT and Software



Driving License & Car: Hold a valid UAE Driving License & Own Car

Career  Drive ( 10 + Years Experience )
· AD Envirotec  Factory ( Abu Dhabi, UAE ): Accounts Manager  (Dec 2012 to Dec 2016)
· Dubai Creative LLC –Under Al Hareb Group ( Dubai , UAE ) : Chief Accountant  ( Sep 2010  to Jul 2012)
· Parts International Co.LLC, ( Dubai, UAE) : Senior Accountant  (Jun 2007 to  Aug 2010 )
· United Technologies  (Kerala, India) Accountant cum IT Admin ( Mar 2005 – Apr 2007) 
Employment Scan
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AD Envirotec Factory, Abu Dhabi-UAE (Dec 2012 to Dec 2016)
Company Profile:  AD Envirotec Factory specialized in manufacturing and trading of Industrial Air Filtering Systems such as Jet Pulse Air Filtration System, Absorption & Odor Systems and its components in Gulf Countries, in collaboration with European Companies. The Company served all the fields like Cement plants, Crushers, Mixing plants, Oil Fields , Ceramic Companies, Pipe Factories, Rock Wool Factories, Floor, Sugar Mills, Fertilizer Industries, Carpentry Workshops, Hotels, Restaurants & lot others.
Position Held: Accounts Manager (Reported to General Manager)
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Major Responsibilities:
Finance & Accounting: 
Finalizing and monitoring accounts. Supervising timely preparation of statutory books of accounts, financial statements and financial reports and ensuring compliance with accounting standards. Managing finance function involving determining financial objectives, designing & implementing systems, policies & procedures to facilitate internal financial control. Formulating budgets, conducting variance analysis to determine variation between projected figures & actual income / expenditure and taking corrective action.

Project/Job Follow Up & Costing: 

Managing activities related to Project/Contract like initiating planning, scheduling, financial management, resource mobilization, monitoring progress and ensuring that the project is executed in schedule and within budget. Handled ERP System to follow up the project by Contract Maintenance and Transactions, Estimation, Resources Management-Material, Labor, Subcontracts, Employees Time Cards etc, Costing and Billing, Revenue Recognition and various Project Analysis Reports including Cost and Profit Analysis.  

Relationships with Banks& Financial Institutions: 
Established relationships with Banks and many of the Fund Managers at Domestic Financial Institutions to make and maintain the facilities like OD, LC, Loans, TR, Bank Guarantees etc. Job involves making presentation to Institutional clients on investment ideas.

Payroll& HR  Administration  :

Managing Payroll processing function involving computation of salaries, attendance, leave, fixed & variable entitlements; developing and maintaining documentation, Pay-slips & controls for all payroll related activities. Handling final settlement, annual leave settlements, combined Salary Register and maintaining Register for every employee. Fully accountable for complete HR activities. 

Inventory Control & Accounts Payable:
Control the Inventory by using ERP System tools. Conducting physical verification of stocks & reconciling with books; preparing necessary records to track the inward/outward movement of goods. Accounting for raw material, incoming material; allocation of the material to the jobs, making appropriate arrangements to ensure timely deliveries; processing the bills of the vendors. Control the purchase without keeping dummy stocks.
Sales Accounting & Accounts  Receivable:  
Handling overdue receivables of customers, journal entries and adjustments for the debtors’ accounts reconciliation. Scrutinizing Accounts Receivable Plan and reconciliation for debtors ledgers; preparing schedule of outstanding of outstanding liability at the year end. Analyze the Sales with targets and expenses.
Budgeting & MIS

Formulating annual budgets and conducting variance analysis to determine difference between projected & actual results and implementing corrective actions. Preparing MIS reports pertaining to profitability, sales & other management reports relating to Accounts and Finance. 

Cash / Fund Management

Managing total collections / receivables (both local and outstation) of all the corporate customers on daily basis and reporting the same to centralized hub.

Preparing MIS reports of customers & providing detailed report of cheques returned to clients to ensure proper utilization of funds at their end. 
Fund managing within limited fund situation and satisfying the vendors, employees and the management.

Also occupied the surplus of fund with the financial Institution and banks to increase the productivity of the fund.

Fixed Asset Management: 

In-charge of Fixed Asset administration including Fixed Asset schedule and Fixed Asset Inventory. Maintain the value of the asset as cost value and net value by charging proper depreciation.  
Risk analysis:
Analyzing profitability risks for the companies in terms of changes in – product realization, raw material prices, power cost, labour cost and the impact on earnings. Tracking industry developments such as new entrants, pricing trend, Government policies, economic indicators and the impact of the same on the companies under coverage.  
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ERP ( Sage 300 ERP /Sage Accpac ) System & Network Administration :

Providing back support to all the Employees and Management working on the Company’s LAN with ERP System, Sage 300. Controlled the users of the  ERP System by assigning and restricting the modules as per their duties. 
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Dubai Creative LLC, (Under Al Hareb Group of Companies) Dubai-UAE (Sep 2010 to July 2012)
Company Profile: Dubai Creative is a leading Manufacturing Company with ‘Top Class Quality Customized Products’. The company produces Brass Trophies & Mementoes, Events Branding, Acrylic Fabrications, Calligraphic Designs, Ring Binders, Cloth Printing, and PVC& Ceramic Printing etc.

Position Held:  Chief Accountant 

(Reported to General Manager of the Company & Finance Controller of the Group)

Areas of Duties and Responsibilities:
► Fund & Bank Management

       
► Payroll Administration of the employees             
► Payables & Receivables Control
       

► Inventory Control, Analysis & Stock Taking                     

► Preparation of MIS Reports              

►   Job or Project Costing & Management   
► General Administration                       

► HR Coordination    
► Monthly & Yearly Accounts Closing
 
► Bank Reconciliations.

► Import & Export Coordination.          
 

► Processing of LC (Letter of Credit)   
► Fixed Asset Management. 



► Internal & External Auditing.

Abridgement of the Responsibilities:

Managing finance function involving determining financial objectives, designing & implementing systems, policies and procedures to facilitate internal financial and accounting control. Supervising timely preparation of statutory books of accounts, financial statements and financial reports and ensuring compliance with accounting standards. Bank Reconciliation, clients follow-up for collection and timely reporting to the management. Maintenance of records on assets purchased for the purpose of projects. Monthly billing to main clients. Management information reporting with analyzing actual cost incurred and the billing information. Implementing all procedures to ensure best professional practice in financial process. 

Overseeing the reconciliation of asset values, sub-ledgers with the asset-acquisition and accumulation accounts, accounts in general ledger. Verifying various GL and sub-ledger reports, executing in-depth analysis of transactions. Managing Payroll processing function involving computation of salaries, attendance, leave, fixed & variable entitlements; developing and maintaining documentation, Pay-slips & controls for all Payroll related activities. Handling Salary structuring, processing, pay slip, final settlement, combined Salary Register and maintaining Register for every employee. Strengthened management reporting mechanism to use monthly business review as a tool to driving business .Conducting verification of various books of accounts to detect any possible fraud and ensuring that accounts prepared conform to accounting standards. Formulating budgets, conducting variance analysis to determine variation between projected figures & actual income / expenditure and taking corrective action. Monitoring the inflow/outflow of funds; taking adequate measures to ensure optimum utilization of available funds towards the accomplishment of organizational objectives.Supervising the preparation of MIS reports; other correspondences to provide feedback to top management on financial performance. Coordinating, preparing and reviewing  monthly balance sheet and income statement.
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Parts International Co. LLC, Dubai, UAE  ( June 2007 – August 2010  )
           A Dubai based International Trading Company, which imports, re-exports and wholesale the vehicle spare parts, accessories and car care products. 

Position Held:   Senior Accountant cum IT Assistance (Reported to the Chief Accountant)
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Key Responsibilities :

· Preparing and maintaining statutory books of accounts, viz., journals, ledgers, cash books and subsidiaries, in compliance with time and accuracy norms.
· Preparing monthly financial statements including P/L Account and Balance Sheet

· Inventory Control , AR & AP follow up

· Sales coordination with showrooms and sales team and by controlling POS-Wholesales & Retails.

· Liaising with banks for raising adequate finance to meet working capital and long-term capital requirements and for LC documentation and other Bank facilities.
· Preparing bank reconciliation statements, handling the reconciliation of creditors’ and debtors’ ledgers.
· Monitoring order processing, credit clearance as per company’s credit policy.

· Preparing MIS reports & documentation at the end of each month.

· Administering employees' salaries, wages, bonuses, net pay, and deductions.

· Coordinate with the overseas suppliers and factories for the production based on local orders. 

· IT support to the employees and management with the help of the Software Company. 
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United Technologies,  Kannur, Kerala, India   ( March 2005 – Apr 2007 )
                                   Well known software company which deals with software solutions and networking. Company has branches for computer services and peripheral sales.
Position Held:   Accountant cum Assistant IT Administrator
Responsibilities: 

· Managing day today accounting function.

· Prepare accounting entries and reconciles general ledgers and Banks. Generate accurate, timely and complete financial information including income statement and balance sheet.

· Detailed analysis across suppliers’ and customers’ Age Analysis Reports.

· Creditors’ & debtors’ collection management, control and analysis

· Generate accurate, timely and complete monthly base MIS reports.

· Support the users of client system to ensure secure network and to install software and hardware
Computer Skill Set:

· MS.Office Applications :    Advanced MS Excel , Word, Power Point, Outlook etc.
· Operating Systems:           Windows XP, Windows7, Windows 8, Linux, UNIX etc.
· Software Configuration & Implementation ,Network Administration ( LAN) 
Accounting Packages :  

Proficient in ERP Environments (Oracle & SQL based ),SAP, Sage 300 , Sage (Different Versions ),Quick Book, Peachtree- Sage Line 50, AtAcc,Tally ERP and different type of Customized ERP Software.
Personal Details :  

Date of Birth: 10-Mar-1981

Nationality : India 

Marital Status : Married 

Language Known : English, Hindi, Urdu, Malayalam, Arabic 

Academic Profile :

· MBA ( Master of Business Administration )–Finance & Human Resources  

( Calicut University , Kerala , India ) – 2007 

· B.Com, Bachelor of Commerce (Graduation in Commerce )
(Kannur University, Kerala, India) – 2002)

· M.Sc. Computer Science  (Post Graduation in Computer Science  ) 
    (Kannur University, Kerala, India)-2005

· Post Graduate Diploma in Computer Application (PGDCA)

    (MC National University, Madhya Pradesh, India)-2003
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Saheer 


Senior Accounts Professional,


� HYPERLINK "mailto:Saheer.328575@2freemail.com" �Saheer.328575@2freemail.com� 	








