CURRICULUM VITAE
APPLICATION FOR THE POST OF ACCONTANT/ASSISTANT ACCOUNTANT
SETHU
NEAR SHARJAH COLLEGE, SHARJAH, UAE
Email sethu.338404@2freemail.com 
PERSONAL DETAILS

Date of Birth              :  28th may 1975

Nationality
                 :  Indian 

Date of Issue
           :  23/03/2016
Visa status

           :  Employment

Languages

           :   English, Hindi, Malayalam

EDUCATIONAL QUALIFICATION

Bachelor of Commerce from Mahatma Gandhi University, Kerala in 1996

TECHNICAL QUALIFICATION


Diploma in computer from LCC


Ms dos, word, well verse in excel, internet, E-mail, 


Focus 6. & Tally 
CAREER SUMMARY
Having more than 20 year's Experience (13 years in u.a.e) in the fields of accounts, Administration Assistant, purchasing, logistics and Management Assistant with knowledge of software's like Tally  and focus 6
WORK EXPERIENCE
GULF TECHNICAL COMMERCIAL PRINTING PRESS - SHARJAH, U.A.E

(FROM Feb 2004)
This is a group of companies. Presently I am working in this company as an Assistant Accountant. One of the leading printing press in the U.A.E.
KEY RESPOSIBILITIES:-
· Assisting the branch accountant in  Control of the branch's accounts and administrative activities

· Liaise with Cashier, debt collector and Sales Coordinators

· Liaison with banks and debtors for the timely collection

· Review of daily collection  and deposit.

· Submission of documents to the managers for Deposit verification.

· Review of PDC's collected and posted.

· Review periodic physical inventory to match with system stock

· Process credit application for credit customers

· Create Purchase requisition, Purchase order  and follow up for Materials
● Making invoices to customers, collecting payments.
● Making bank reports, bank reconciliation as per bank statement month wise, maintaining petty cash  book,  day to day cash reports and report to managers  
● Reconciliation of debtors and creditors accounts, follow up for customers outstanding
● Reconciliation of inter companies and passing entries
● Preparing debtor’s age-wise report. 
● Preparing Trading profit and loss accounts
● Experience in local purchasing
● Up-to-date day to day entries, jv’s and bank entries on system 
● Issuing pdc cheques and pdc receiving.
● Assisted with general accounting and month-end closing
● Making wps, payroll and update salary ledger of employees.
● Prepare various summary reports such as A/R, A/P, Trial Balance, Payroll and sales etc.
DUNLOP INDIA LTD (C & FA ) - NEW DELHI, INDIA (APRIL 1999 TO JAN 2004)
This is a Jumbo Group of Companies dealing with tyres & Tubes. I  worked in this company as an accountant cum logistics assistant. This c&fa  (carrying and forwarding Agent) is the main head office of northern India dealing more than 2000 tyres on daily basis. I was the full in charge of this c&f administration.
KEY RESPOSIBILITIES:-
●  Making invoices to customers, collecting payments from customers, making bank lodgments 
●   Bank reconciliation, maintaining petty cash book, making day to day cash reports and  report to                                        managers,
●  Making financial vouchers and adjusting in customers account 
●  Taking orders from sales man and arranging delivery, Monthly stock taking,
●  Checking purchase quantity with supplier invoice. 
●  Updating collection and stock from other branches and make a consolidated report  for head office 
●  Making discount details for customers as allowed and passing necessary entries,
●  Maintaining stock,  preparing ledgers , payrolls of employees, sales tax statements and maintaining bin cards etc,.
RAJASTHAN TEXTILE MILLS – RAJASTHAN, INDIA (NOV 1996 TO JAN 1999)
This is a Birla Group of Companies. I worked in this company as an Accounts Clerk. This is a textile mill having more than 5000 employees are working.  The main product of         this company is making threads and exports to outside countries.

KEY RESPOSIBILITIES:-
●  Passing  supplier bills and  payments, inward material receipts, ledgers of debtors and creditors

●  Preparing modvate registers RG 23 A & RG 23 C for tax.

Present salary 4000+accommodation 
expected salary   negotiable
Can join immediately on request
