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                              CURRICULUM VITA                                                                                                      
Objective
A challenging and responsible position in Accounting / Audit profession, wherein my skills, education and practical experience can be effectively utilized. Seeking positions that provide an atmosphere for continued professional growth.
Work Experience
1. Working as an Accountant with United Security Technology LLC, a division of Al              Otaiba Group of Companies in Abu Dhabi U.A.E. from 01-02-2013 to till date.

      Duties & Responsibilities
· Prepare and review Revenue, Expense, Payroll entries, Invoices and other accounting documents.

· Control of petty cash, prepare cash expense schedule (allocating expenses) and journalize the same accordingly

· Preparation and input of month end journal vouchers. 

· Inputting, matching, batching and coding of invoices. 

· Debtor ,Creditor and Bank reconciliations.

· Preparation of various reports for senior managers.

· Responsible for financial accounts including budgets and cash Flow

· Supervising junior financial staff. 

· Conducting regular business reviews of financial performance.

· Proactively identifying business improvement opportunities.

· Fixed Asset accounting, reconciliations and depreciation journals.

· Ensuring that information is accurately collected & entered into systems.

· Weekly invoice and expense claim payment runs.

· Inputting of supplier invoices and employee expense claims to the ledger.
· Prepare periodical and year ending Trial Balance, Proft and Loss Account, Balance Sheet, Cash Flow Statements and Profit Analysis schedule;

· Attending the Auditors, prepare required schedules and clarify the queries as per requirement and making all sorts of correspondence with Banks, Debtors, Creditors and all business bodies;

· Other Duties as assigned by the Management.
2.Worked as a Part Time accountant with Al Saad Printing Works an associate of United Security Technology LLC.
3. Worked as an Accountant cum Store in Charge with OCS IT Solutions LLC 
     In Abu Dhabi, UAE from 01-04- 2012 to 31-01-2013.
· Maintained store facilities to ensure smooth functioning – Made arrangements and placed orders for new stock and supplies whenever necessary.
· Responsible for upkeep of various appropriate records of materials received.
· Received deliveries of new equipment and ensured that all the supplies were in proper order – Stored the supplies and items received in their designated place to avoid time wasted searching for items and general confusion.
· Issued supplies as per the demand of the clients and maintained records of payments.
· Maintained the budget of all the expenditures incurred and presented same to store managers.
· Reported to store manager on a regular basis regarding the need/demand of items so that the future orders could be placed accordingly.
· Monitored the functioning of store equipment and reported problems and failures to the supervisor
· Control of petty cash, prepare cash expense schedule (allocating expenses) and journalize the same accordingly.

· Journalize the invoices – to Customers and Vendors. Prepare statement of Accounts Receivables / Payables and subsequently follow up alike;

· Preparing the Monthly Reports like Sales(P/L) Report, Cash Flow, Stock etc
4. Worked as an Accountant with Time Food Catering Services Est. in Abu Dhabi        UAE from 26-10-2006 to 30-3-2012                                                          
Duties & Responsibilities
· Managed accounts payable, accounts receivable, and payroll departments. 
· Generated budgets and forecasts on a quarterly basis and presented to the management team.
· Reported on variances in quarterly costing reports.
· Prepared annual company accounts and reports.

· Administered online banking functions.

· Control of petty cash, prepare cash expense schedule (allocating expenses) and journalize the same accordingly.

· Managed payroll function for the employees.

· Monitored and recorded company expenses.
5. Worked as an Audit Assistant in a Chartered Accountants Firm Thomas & James, Kerala From 5th Mar 2003 to 12th Oct 2004.
      Duties & Responsibilities
· Proper checking of Cash book, Bank Book and Ledgers with the help of vouchers.

· Prepare year ending Trial Balance, Profit and Loss Account, Balance Sheet, Cash Flow Statements and Profit Analysis schedule.
· Making returns and calculating the amount of Income Tax to be paid.

 6.Worked as a Part Time Accounts Assistant in a Tax Consultant Firm, V.D     Kuriakose & Co.Kerala, India from 1st June 2001 to 26th Feb 2002.
       Duties & Responsibilities

· Proper checking of various vouchers.
· Posting the vouchers in both Cash Book and Ledger accounts.
 7.Worked as an Account Assistant-Trainee with Tax Study Centre Kottarakara, Kerala from   5th Apr 2002 to 10th Dec 2002.
      Duties & Responsibilities

· Proper checking of various vouchers.

· Posting the vouchers in both Cash Book and Ledger accounts.

Educational Qualification

S.S.L.C – Secondary School Leaving Certificate 
1995, St.Berchmans’ High School, Kerala, India.

Pre-Degree (Commerce)

1995-1997, St, Berchmans’ College, Kerala, India.

Degree (B.Com)

1997-2000, St.Berchmans’ College, Kerala, India.

Accountants / Tax Practitioner’s Course

2001, Tax Study Centre, Kottarakara, Kerala, India

Financial Accounting with Tally

2002, ET&T Computer Education and Training Centre, Kerala, India
Computer Education
HDSE - Higher Diploma in Software Engineering, from APTECH Computer Education.
Accounting Packages
Tally, Right ERP & Focus
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Date of Birth



:
22-5-1980

Nationality



:
Indian


Marital Status



:  
Married

Languages Known


:
English, Hindi, and Malayalam

E-Mail ID



:
jophy.337853@2freemail.com
Declaration
I hereby declare that all the statement showed here are true from the best of my knowledge.
                                                                                                                JOPHY
