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         To seek a challenging and responsible position in a professionally managed organization, in which there is an individual growth and personal development with successful career which may utilize my inherent qualities and acquired capabilities for the advancement of the company and at the same time foster my growth both professionally and personally.

Core Competencies

· An efficient and organized Senior Accountant with 11 Years of good experience in handling Accounts for small and large businesses,

· Accomplished professional experience of 20 Years in Administration, excellent administration skills       
· Outstanding communication skills and ability to multi task effectively,

· Good at analytical skills, problem solving and decision making,

· Hard working, ethical and understands the importance of a job well done. 

Education
  Bachelor of Commerce ( B.com., ) with Advanced Accounts, Costing and Auditing as main subjects from Nagarjuna University, Nagarjuna Nagar – 522 510, Guntur Dist., A.P., India 

	
	


	Work Experience


	>

	Accountant with Mittapalli Audinarayana Enterprises (p) Ltd., G T Road, Guntur-A.P. from 01-07-2009 to 30-06-2015.


	>
	Accountant with STAR CEMENT Co. LLC, DUBAI, UAE, a division of ETA ASCON Group, UAE, from 22-08-2007 to 31-03-2009.
  

	>

	Accountant with Star Fast LLC, DUBAI, UAE,  

 (Chain of Fast Food Restaurants) a division of ETA ASCON, UAE.  From 18-09-2004 to 21-08-2007.


	>
	Manager – Administration with KWALITY RUBBER PRODUCTS, Industrial Estate, Amravati Road, Guntur, A.P. from 01-10-1983 to 15-10-2003.


	Job responsibilities


	>
	As an Accountant

· Responsible for proper accounting of day-to-day transactions, closely monitoring and verifying the accounts on daily basis and handling of cash and petty cash.
· To manage monthly general ledger posting, closing and passing necessary journal entries to make system more accountable.

· Ensuring proper release of cheques payments to suppliers, contractors, etc,
· Ensuring proper banking of collections, verification of bank reconciliation statements and verification of bank interest and bank charges.

· Processing accounts payable, accounts receivable, payroll, statutory payments.

· Preparation of financial statements and details required for the purpose of    audit.

· Ensuring proper documentation of accounting records.

· Co-coordinating with internal auditors during their auditing process.

· Finalization of Accounts and preparation of consolidated statement for all accounting & financial aspects.

· Correspondence with Banks, Vendors and other Business Partners 



	>
	As Manager, Office Administration
· In charge of organizing, prioritizing and delegating tasks effectively to ensure that all administrative work is managed competently, and in accordance with the companies changing priorities and deadlines.
· Coordinated meetings, events and conference calls including the hiring of catering services and arrangement of meeting space.

· Coordinating all clerical staff, organizing induction programs for new staff, carrying out staff appraisals, managing performance & disciplining staff. 
· Maintaining office equipment & arranging any repairs or replacements, utilizing office equipment effectively, ordering stationery, office equipment and furniture as required. 

· Recording office expenditure and managing its budget.
· Set up travel arrangements, itineraries, airline reservations, shuttle service and hotel accommodations.
· Ensuring that all health and safety policies are observed. 
· Reporting on office performance to directors and senior managers.  

· Served as liaison between senior management, customers, colleagues and vendors to streamline flow of information.

· Handled office cash receipts and petty cash drawer.

· Prepared company literature, documentation, expense reports, presentations and any press release.

· Answering and resolving queries accurately, in a courteous and confident manner.

· Setting up new and effective systems and processes.

· Dealing professionally with all correspondence, complaints and queries.

· Responsible for interaction with all statutory authorities.
· Handle interaction with various external service providers like auditors, tax consultants, bank relationship managers etc.



	
	

	
	

	
	Currently I am living in Doha under Business Visa, seeking for a suitable job.




	Technical Proficiency




	Software
	Working Knowledge of SAP FI CO



	
	Working Knowledge of Orbits.

	
	Tally 7.2 



	
	Microsoft Word, Excel and Power Point
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