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Summary

Qualified with account equipped with excellent, planning and analytical skills besides having experience more than 10 years experience across role of account executive with highly motivated, confident, exceptional multi-tasking and organizational skills. Possessing a significant record of achievement in account management and able to quickly understand the mission, vision, and values of an organization. 

Highlights____________________________​​​​____
	· Financial statement analysis
· Strength in regulatory reporting

· Account reconciliation expert
· An excellent understanding of auditing techniques.
· Analytical and methodical when approaching problems.
· A comprehensive knowledge of professional auditing and accounting standards and guidelines.
· Quick learn ability
· Comprehend the task responsibility
· Strong Organizational skills
	· Knowledge of MOL, Tahseel work, Immigration work of UAE specially Dubai.
· Process visa, labour card, Emirates ID card with relevant authorities.
· Application and cancellation, arrange timely renewal of License or Amendment of license, visa, medical and labour permits 

· Knowledge of Company formation in Economic Department, Immigration & Labour Departments


Accomplishments__________________________
· Subject to Dubai, have knowledge about PRO job, can be tracked up to 100 employees visa expiry, passport expiry, their payable liabilities end of and mid break of  due lives and etc.

· Interacting with computers using computers and computer systems (including hardware and software to program, set up functions, enter data, or process information.

· Analyzing data or information – identifying the underlying principles, reasons, or facts of information by breaking down information or data into separate parts.

· Processing information – compiling, coding, categorizing, calculating, tabulating, auditing, or verifying information or data.

· Documenting/ recording information – entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic form.

· Establishing and maintaining interpersonal relationships – developing constructive and cooperative working relationships with others, and maintaining them over time.

· Communicating with a supervisor, peers or subordinates – providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.

· Updating and sing relevant knowledge – keeping up-to-date technically and applying new knowledge to your job.

· Thinking creatively – developing, designing or creating new applications, ideas, relationships, systems.

· Developing and building teams – encouraging and building mutual trust, respect, and cooperation among team members.

· Coordinating the work and activities of others - getting members of a group to work together to accomplish tasks.

· Performing administrative activities - performing day to day administrative tasks such as maintaining information file and processing paperwork.
Work History______________________________
Senior Accountant






    Jan 2015 to Present
Xpand Business Services – Business Bay, Dubai- U.A.E.
· Follow up with client inquiry and prepare job quotation/invoices accordingly and follow up for payment to client.
· Confirm the job with client, before job is forwarded to operation department to proceed with.

· Analyze the payment request and mark it if any payment request made twice by operation department for the said work.

· Make cheques to operation department against payment request and maintain proper record in excel as well in tally software.

· Follow up for the receipt to operation department against payment made for the said work.

· Manage partner personal a/c, drawing account and adjusted with their monthly honorarium account.

· Conduct month-end closing and preparing financial reports and reporting to line manager.

· Managed monthly attendance and prepare salary payable report for staff and proceed with. Adjust their salary advance with their salary if it is.

· Manage petty cash and overview indirect expense and mark it if are found any abnormal expense.

· Reconciled bank statement and update the management about availability of fund as per book and bank as well.

_________________________________________________________________________________________________________________________
Senior Accountant 





           Jun 2013 to Jul 2014
GDM Interiors FZC - Saif Zone, Sharjah – U.A.E. 





· Assist C.A. with preparation of monthly and quarterly financial reports.

· Prepare monthly analysis of GL and balance sheet accounts.

· Follow up for outstanding, ask them for submitting the invoice if it is not submitted.

· Work closely with Accounting Manager to develop internal controls.

· Make payroll for employees as per cost center wise.

· Maintain & monitoring Labour attendance sheet with ongoing project wise.

· Observing & preparing payment for monthly Credit Card cycle and post under particular accounts.

· Periodically reconcile A/P and A/R along with Bank.

· Follow up for outstanding of the account receivable, and make try to get the maximum benefit of account payable payment term to run the business strategies.

General Accountant 





          Jan 2011 to Apr 2013

Maruti Enterprise & Ritual Miotal Pvt Ltd, Rajkot –Gujarat, India 

· Post the daily basis transaction in tally.

· Making invoices to party and follow up for payment.

· Keep records owner’s personal transaction & track the details via credit card.

· Bank Reconciliation.

· Make payroll for staff & workers.

Accountant 






          Oct 2006 to Jan 2011

M/s. Kachins 44 Street  L.L.C. Dubai – U.A.E.
· Expense allocations and perform General ledger account analysis as part of the month-end close process.

· Assist to a chartered accountant for all accounting work. 
· Verifying and post all daily and sale day activity to include deposits, receivables, returns, after sale voids, liabilities, receipts, etc to the general ledger.

· Preparing monthly bank account reconciliations including, depository, general disbursement, and vehicle disbursement.

· Proven success in being able to resolve accounting discrepancies

Accountant 

  




                        2003 to 2006

M/s. Rangwala Infrastructure Ltd., Porbandar – Gujarat, India
· Maintenance of books of accounts (Computerized). 
· Maintaining accounting records and preparing accounts and management information.

· Maintain & Monitor Vehicle & machines fuel disbursement.

· Keep the record of machines work generation report and submit to superiors.
Education________________________________

· Having Completed B.Com from Saurashtra University, Gujarat, India

· Having Completed the Accounting Package – Tally in Porbandar, Gujarat, India.
Computer Qualification______________________

· Sound Knowledge of windows operating system such as 2000/XP/2003/2007.

· Microsoft Office Application such as Word, Excel, Outlook & the Internet
· knowledge of Accounting Packages Tally 5.4 & 6.3, Tally ERP 9, Pact Soft Accounting Software.
Personal Details___________________________

Visa Status               : Employment visa, will expire on Feb, 17 
Date of birth

: 01/08/1984
Languages know
: English, Hindi & Gujarati
