CURRICULUM –VITAE

RAJEEV.

Email: RAJEEV.330089@2freemail.com 
    

Dear Sir / Madam,
I take pleasure in submitting my application and detailed resume stating my intention to become a part of your esteemed organization.

I would like to express my great intention to apply in your company for vacancy of Financial Accountant. I have more than 13 Years working experience in the field of Accounting and Auditing. In UAE, I have more than 9 years working experience and 4 years in Kerala, India. And I am applying to proffer my quality service to your prestigious company.
Enclosed is my resume to provide you with the details of my skills and accomplishments. However, I would appreciate an interview at your convenience to discuss my qualification in greater details and see how my experience would be of mutual benefit.

Thank you for your time and kind consideration. And I’m looking forward to hear from you.
Yours Sincerely,


PROFESSIONAL OBJECTIVE

To use my analytical, supervisory skills  and secure a responsible position in accounts management and serve as an account representative sharing my breadth of experience and abilities effecting mutual employee and employer growth and success.
SUMMARY

· I have more than 13 Years experience in the field of Accounting & Auditing. In UAE 9 years working experience, well versed accounting working knowledge in fields of manufacturing, rental, project works accounts, trading, interiors business works. In Kerala, India 4 years working experience in Chartered Accountant firm, proficient experience in fields of accounts of various companies, sales tax, income tax works and to conduct statutory audit, concurrent audit and revenue audit of nationalized and scheduled banks and audit works in various companies.
· Very good working knowledge of all accounting and business transactions, banking transactions, cheque discounting, overdraft facility handling, letter of credit, bills receivables and payments, credit analysis, handling of cheques, petty cash, budget comparison, variance analysis & reporting etc.
· Very good at dealing with bank day to day transactions.

· Proven expertise on preparation of Trial Balance, Profit & Loss A/c & Balance Sheet.

· Good Communication, Presentation and Leadership Skill.

I. PROFESSIONAL EXPERIENCE

COMPANY

: ARABIAN JERUSALEM COMPANY L.L.C, SHARJAH, U.A.E
Duration

: 17th April 2010 - To till date


Designation

: Senior Accountant
DUTIES AND RESPONSIBILITIES

· Responsible for preparing Management reports and ensure financial records are maintained in compliance with accepted policies and procedures.
· Compile and analyze financial information to prepare financial statements with financial manager including weekly, monthly and annual accounts.

· Generate AR aging, analysis, monitor customer account details for non-payments, delayed payments and other irregularities, research and resolve payment discrepancies.
· Accounts receivable follow-up with customers as per terms of the contract.
· Preparation of invoice for partial payments and checking of final invoice and including maintaining of customer ledger.
· Maintain up-to-date billing system, generate and carry out billing, arranging collection and reporting activities according to specific deadlines.

· Follow established procedures for processing receipts, cash etc, prepares daily bank deposits.
· Preparation of aging statements and submission to management.
· Review AR aging to ensure compliance and maintain accounts receivable customer files and records.
· Preparation of monthly pay-roll with HR and submission to Bank as per WPS.

· Final settlement disbursement and leave salary preparation for employees.
· Correspondence and communicate with customers, banks via phone, email, mail and personally.
· Checking and approval for purchase order, payments for suppliers, production approval, and delivery orders.
· Performs reconciliation of account with customers, related party and others to confirm accuracy of figures.

· Ensure accurate and timely monthly, quarterly and year end close processes.
· Establish and monitor the implementation and maintenance of accounting control procedures.
· Resolve accounting discrepancies and irregularities.
· Prepare for financial audit and coordinate the audit process.
· Oversee accurate and appropriate recording and analysis of revenues and expenses.
· Evaluate and advise on business operations including revenue and expenditure trends, financial commitments and future revenues.
· Ensure compliance with relevant laws and regulations and integrity of financial data.
· Develop a recovery system and initiate collection efforts.
· Generates accounting statements and reports.
· Oversees client trust accounts, accounts receivable, write-offs and payment reversals.

· Organizes and maintains up to date financial records.
· Assists in financial management and analysis, as requested.

· Organizes and maintains retention files for required period of time.

II. PROFESSIONAL EXPERIENCE

COMPANY

: EASTERN GATE FURNITURE, DUBAI, U.A.E

Duration

: 24th May 2007 – 31st March 2010
Designation

: Chief Accountant
DUTIES AND RESPONSIBILITIES

· Responsible for preparing and maintain General accounts, Trial balance, Profit and loss A/c, And Balance Sheet and various management reports and support of budget and forecast activities

· Preparation of invoices including maintenance of general and customer ledgers.
· Preparation of aging statements and follow-up with customers.

· Book keeping and updating financial transactions.
· Preparation of monthly pay-roll, leave salary and final settlement disbursement to employees.
· Checking and approval for purchase order, payments for suppliers, and delivery orders.
· Responsible for auditing, petty cash claims.
· To maintain documents tracking system and other routine secretarial job.

· Correspondence with departments, customer, supplier and banks.
· Performs reconciliation of account with suppliers, related party and others to confirm accuracy of figures.
· Ensures that all financial statements and reports are prepared timely to maximize the useful of the reports.
III. PROFESSIONAL EXPERIENCE

COMPANY

: SEN JOHN & CO., CHARTERED ACCOUNTANTS





  Mavelikara, Kerala, India.  Phone # 0091479 2306946.
                       

Duration

: 1st July 2003 to 30th April 2007

Designation

: Accountant cum Auditor

PROFILE

Responsibilities include leading audit team, ensuring timely conduct of audits, supervision, meetings and discussions with clients and final review.

DUTIES AND RESPONSIBILITIES
· Conducting statutory audit, concurrent audit and revenue audit of nationalized and scheduled banks. Conducted audits works with SBI, SBT, Bank of Baroda, Dhanalakshimi Bank, Federal Bank, and Indian Overseas Bank. Etc.
· Maintain of accounts of various companies, shops, and traders.
· Preparation of Profit and Loss account and Balance Sheet, Finalization of accounts for various companies.
· Audits of schools, College, Hospitals, and other charitable institutions.
· Tax audit of individuals, firms, companies and other institutions. 

· Sales Tax and Income Tax return submission works.
· Very good at dealing with documents tracking system and other routine Secretarial job.

· Correspondence works with clients, Sales tax dept., Income tax depts., and banks.
Academic record

Master of Commerce

- 2000 - 2002
University of Kerala

Kerala State, India
Bachelor of Commerce
- 1997 - 2000           
University of Kerala

Kerala State, India
Computer Literacy

Post Graduate Diploma in Computer Application.  - 2002 – 2003
From Micromax Information Technology, Kerala, India. [Approved by Govt. of India, Ministry of SSI & ARI] 
· Well versed with Accounting Softwares and developments.
· Proficient in the use of MS - Office application Word, Excel & Power point.

· Proficient in the use of Financial Accounting with Tally, Peachtree.
· Use Internet extensively for extracting information.
· Financial software project works with FoxPro and Oracle with Visual Basic.

· Familiar with various ERP software.
Work Strength
· Capable of handling responsibilities and ability to work in a team.
· Optimistic Approach.
· Hard working.
· Committed to deadlines and schedules.

· Independent and self – motivated.
· Planning Strategic thinking, and organizing.
· Strong communication skills.
· Information and task monitoring.
· Problem identification, analysis, judgment and problem-solving ability.
· Supervisory skills.
· Stress tolerance.
Personal Profile

Date of Birth 

: 29th July1978

Sex 


: Male

Health


: Excellent

Nationality & State
: Indian, Kerala
Religion

: Hindu
Marital Status

: Married
Language Known
: English, Hindi, Malayalam & Tamil

Current Employer 
: Arabian Jerusalem Company, Sharjah, U.A.E

Visa Status

: Employment Visa

Driving License
: U.A.E (Dubai) & Indian Driving License
DECLARATION

I hereby declare that all the above statements are true and factual to the best of my knowledge and belief.
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