To,

The Manager,
HRD & Personal Department

Dear Sir/Madam

I would like to submit my candidature for the above mentioned post. I have more than 10 years’ experience in this field, out of these  8 years is in U.A.E. In this capacity I have good exposure to the overall procedures and systems involved in Finance and Accounting for various types of Companies. Well experienced in Wings Accounting Software, Tally, ERP, MS Office and knowledge of Peachtree, Focus. All the relevant educational and job details are attached herewith.
Along with the above abilities, I am also a good communicator with people from diverse backgrounds, honest, dedicated and an immensely hardworking individual.



Given an opportunity, I would like to convince you that my skills and energy would be an asset to your organization in all aspects.

I hereby confirm that all the details furnished are true to the best of my knowledge and look forward to hear from you very soon

Yours faithfully,
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Sajith
Sajith.344284@2freemail.com 
Personal Details

Gender

Male

Date of Birth

28th  May 1985
Nationality      

Indian

Marital Status

Married
Languages Known

English, Hindi, Malayalam,

Tamil 
Visa Status

Employment Visa
Passport Number

Date of Expiry : 06/04/2026
Academic Qualification
M.Com ( Finance )
Driving License
Light Motor Vehicle License(U.A.E.)

	PROFILE:
             A well organized and hardworking individual. Computer literate with more than     10 years of experience in Finance, Administration and Management Reporting.
OBJECTIVE:
           To secure an adequate position in an organization that affords me an opportunity to grow and develop for the progress of the organization as well as my career.

EMPLOYMENT HISTORY:
1)   February 2011 to   till date worked as a Senior Accountant in M/S. Middle East Management Studies and Consultancy. Sharjah, U.A.E. 
    Job Description

1) Responsible for all accounting and financial operations of the Company. 

2) Responsible for preparing  &  analyzing  monthly, quarterly and annual Financial Statements including Cash Flow Statements.

3) Co-ordinate and Manage daily activities of Accounting Staff. Supervise and guide the work of accounting staff in preparing various financial statements like profit & loss accounts and balance sheet.

4) Reviewed, Advised, and implemented modifications to accounting systems to maximize productivity, reporting and internal controls.

5) Daily, weekly and monthly Reporting to Auditor regarding accounting, operational activities and Clients report.

6) Train new joiners on various accounting principles and procedures and book keeping techniques.

7) Full time and part time accounts for Clients, Making procedure and work Flow for Clients. Visit, Execute, Manage and track all accounting functions of Clients.

· Preparation and Posting of All Accounting Vouchers using Wings Accounting software & their Proper Filing.

· Preparation of Bank /Customers/ Supplier /Inter Company Statement  Reconciliation 

· Preparing Schedule of workings for Prepaid and Outstanding Expenses/Incomes,   Loans, Fixed Assets.

· Interaction with Banks and other commercial Institutions.

· Handling Cash, Bank Facilities.

· Checking of Inventory and Closing of Account for Every Months.  

· Preparation of monthly Financials and Management Report. 

· Preparation of Cash Flow, Break Even Point Calculation, Cost Analysis, Expense Budget, Ratio analysis, Projected Financials. 

· Preparation of Audit workings for Clients.

      

	2)   JULY 2008 to AUGUST 2010 (2 Years) Worked as Accountant in M/S Mark Building Materials Trading Company LLC, Ajman, U.A.E. 
      Job Description 

1) Preparation of Invoices (to Customers), timely submission, and follow up for the receivables as per the credit terms agreed.

2)  Proper Checking of Purchase Bills with the Agreement/LPO

     and Payment for the same as per the credit terms agreed.

3)  Preparation of Bank /Customers/ Supplier /Inter Company Statement   Reconciliation 

4)  Interaction with Banks and other commercial Institutions.

5)  Handling Cash, Bank. Handling Payroll as per WPS requirements

6)  Preparation and   Posting of All Accounting Vouchers   using Wings ERP Accounting software & their Proper Filing 

7)  Preparation & Keeping of Data  in Excel regarding Prepaid Expenses, Schedule of Loan Workings, Provision for Leave,  Ticket  and  Gratuity ,Depreciation on Fixed Assets, Temporary Advance Vouchers etc. 

   8)  Preparation of Employees Final Settlement & Yearly Leave Salary.   


9)  Checking of Inventory and Closing of Account for Every Months.    

      10) Preparation of monthly In-house Financials and Management Report. 

                                         11)  Preparation of Cash Flow, Break Even Point Calculation, Cost Analysis, Expense Budget, Projected Financials.

                                         12)  Annual Audit requirements and liaison with Auditors for the Finalization of Accounts.

  3) May 2005–July 2008 M/S Ratheesen & Company. Chartered Accountant Company

      Job Description

               1) Preparing Cash Book, Ledger Accounts and Subsidiary Books

                 2)  Checking the Bank Balance with Bank Confirmation Statement

                 3)  Comparing certain ledger balances with the supporting documents

                 4)  Comparing Actual Stock with Book Stock

                 5)  Finalizing the Books of Accounts



                 6)  Preparing Cash Flow Statement

                 7)  All Income Tax and Sales Tax works.

                 8)  Assisting in the preparation of Project Reports.

OTHER EXPERIENCE:
      Office Administration, Purchase & Sales Co-ordination, Production Controlling, etc
ACADEMIC QUALIFICATION:
                                                                               % of Marks
       1) M.Com (Master of Commerce) University of Kerala 





· Studies in Banking,  Financial, Taxation and Managerial Accounts
     69.88 
  

      2) B.Com (Bachelor of Commerce) University of Kerala 

                  68.67

· Studies in Banking,  Financial, Taxation and Managerial Accounts

      3) Plus Two (Commerce), Higher Secondary Board, Kerala


     72.00

      4) S.S.L.C. Board of Kerala





     54.57



	Driving License:
Light Motor Vehicle License (U.A.E.)

COMPUTER KNOWLEDGE:
· Accounting Software – Wings ERP, Tally, Peachtree, Focus.

· Windows, MS Word, MS Excel, Internet Browsing.

PROJECT WORK:
           Customer satisfaction study of “Branded Coconut Oil with special reference to Kera Coconut Oil in Kollam District”

PERSONAL STRENGTHS:
Dynamic and pro-active with excellent leadership qualities

Hardworking, Industrious and Optimistic

Excellent analytical and numerical ability

Quick learning abilities

Sound ability to handle multiple tasks, set priorities and meet deadlines

Excellent Communication and Interpersonal skills

Committed and reliable

Ability to work under pressure


I hereby declare that the information given is correct to the best of my knowledge and belief and that I have not withheld any information, which might reasonably be calculated to adversely affect my suitability for employment.




Sub:Application for the post of “ Senior Accountant/Accountant.” in your esteemed organization





Visa Status   :   (Employment Visa) 








