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FEBIN 
FEBIN.344164@2freemail.com  

Career Objective
Pursue a challenging career in Finance, Accounts & Operations / Supporting areas in a progressive organization which effectively utilizes my knowledge and professional experience and to work enthusiastically for the development of organization, by studying different components of Finance & Accounts from the superiors, subordinates & colleagues.
Professional Experience: 6 + Years                                                                                                                                                                        Having 6 years of experience in Finance & Accounts function and good knowledge in accounting, good working experience in Microsoft Office especially in Microsoft Office Excel.
MFI Document Solutions Ltd -East Africa (South Sudan & Uganda) 

Accounts &Administration Executive - March 2013 to July 2016-Industry: IT Sales & Services 
· Preparation of Journal entries & completion of general ledger operations & maintain Legal documents.

· Preparing and sending invoices to clients & Bank Reconciliation statement

·  Handle GST & Income tax submission and Preparation of monthly/quarterly and need based MIS reports, Liaise with the auditors to complete the audit tasks.

· Maintain petty cash and record petty cash expenses, Preparation of cash flow statement 
· Sound knowledge of Profit & Loss a/c and Balance sheet, Preparation of Payroll and staff Salaries

· Review accounts payable and accounts receivable.
· Manage company documents & archives, Maintain Inventory and stock management.
· Organize & Schedule meeting & appointments, Develop & maintain filing system

·  Track of office supplies and place orders when necessary. Renewing all company related licenses prior to their expiry date.
· Providing training to new and existing staff as needed, Extra duties assigned by the top management or the CEO from time to time

·  Provide general administration tasks as required by management

· Tracking of Incoming Shipments, Liaising with clearing agents on Cargo clearance with customs, 
· Filing and keeping records of all Import Documents, Preparation of marine Insurance covers, and Preparation of letter of credit. 
· Follow up with clients for outstanding payments, Liaised with bankers, insurers and solicitors regarding financial transactions.
Zayka Ltd- Rwanda, Kigali (Africa) -
Accountant & Administrator- July 2011 to July 2012 - Industry: Hotel & Restaurant               

· Prepare daily income/sales and prepare daily journal entry, Preparing tax computations and returns, Handling Receivables and payables for Zayka ltd, Day to day posting Entry of the Transactions, Reconciliation of Bank Statements.
· Managing Debtors and creditors and give instructions to subordinates for collection.

· Act as a Purchasing Manger for Zen oriental Cuisine, Preparation of Payroll and staff Salaries, Handling of Petty Cash, Purchasing and selling of Foreign Currencies.
· Any other duties as assigned by Managing Director.
Associate Business Service Pvt Ltd - MphasiS Ltd (Client Place) India, Bangalore ESOP Administrator -                                                                    Aug 2009 to June 2011 Industry: BPO/KPO

Employees Stock Option
· Processing of ESOP applications for allotment of shares on weekly basis, Updating Fund register, FBT status, FBT workings & Exercise register, Preparation of Bank Reconciliation Statement, Preparation of MIS report: Weekly, Monthly, Quarterly, Yearly basis, Handling receivables and payables regarding ESOP, Collecting the resignations from HR and update the ESOP data base monthly, Reimbursements of excess money received from the ESOP holder
Academic Qualification:
Professional
· Masters of Business Administration (MBA) specialized in Finance & Marketing from CMR Institute of Management Studies Bangalore (Affiliated to Bangalore University, Bangalore, 2006-2008)-55%.
Academic
· B.Com from NAM College, Affiliated to Kannur University (2006),Kannur-60%                                                                    

· Higher Secondary from RVHSS (2003), Chokli, Kannur-75% 

· Secondary from RKHS (2001), Olavilam, Kannur-73% 
    Computer Proficiency
· Excellent working experience in MS EXCEL

· Good working experience in MS-Office & well versed with internet Handling
· Knowledge on Tally

Personal Qualities:
· A good Team Player with Interpersonal relations and Positive Attitude
· Enthusiastic and committed to maintain Quality and Efficiency
· Strong Communication and Problem Solving skills
· Enjoy challenges and willing to take on extra responsibilities to get work done
· Quick learner and able to work Under Pressure
Personal Details:

Gender             
 

: Male

Marital Status   
 

: Married
Nationality       
 

: Indian

Hobbies            
 

: Travelling, watching TV and Cooking

Declaration:
I do hereby assure that all the information given above are true and correct to the best of my knowledge.
2 | Page

