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Job Objective





Seeking assignments in Accounts Receivables & Payables and Payroll Processing with an organization of high repute.





Summary





Nearly 8 years of experience in Accounts Receivables & Payables, Payroll Processing, Bank reconciliation, Purchase Orders, Loan Proposals, Reporting, Quotation, Budgeting and Coordination in Trading, Manufacturing and Education industry.


Successfully coordinated with banks and insurance companies for various financial transactions 


Proficiency in managing financial accounting, receivables & payables management, preparing ledger books, bank reconciliation statements.


Strong analytical & organizational abilities with adeptness in formulating accounting systems and preparing accounting records/financial statements


Adept at streamlining working procedures, formulating cost effective solutions for enhancing accounting operations with strong negotiation and problem solving skills





Core Competencies





Preparing and following up of accounts receivables after invoicing to debtors, conducting ageing analysis with an aim to keep receivables under control and collections of payments


Ensuring that all payments are made within the stipulated time frame and managing accounts payable within the pre-set parameters


Overseeing accounting of rejections and reconciliation, etc.


Implementing systems, procedures & manuals for preparation & maintenance of statutory books of accounts & financial statements


Preparing MIS statements pertaining to profitability, sales and management reports relating to Accounts & Finance


Handling statutory matters work completion and generating all types of reports for accounting purpose, exploring the method of cost control & reduction of overheads





Employment Details





Feb’16 – Jan’17 with SS Medilines, Kerala, India as a Senior Accountant





Highlights:


Verification of bills from various departments and its proper accounting.


Vouchering of all the bills.


Preparation and verification of Bank Reconciliation Statement.


Proper follow up with banks.


Review and reconciliation of vendor statements.


Handling statutory compliance, Monthly submission of PF, ESI, and Professional Tax etc.


Updating of accounts.


Handling Payroll accounts.


Control over sundry creditors and sundry debtors.


Handling petty cash book.


Preparing various MIS reports on daily, weekly and monthly basis.


Preparation of Stock Reconciliation Statement.


Assist accounts manager in preparation of Profit & Loss account, Balance sheet and other statements.








Mar’15 – Dec’15 with Zainab Bottlers, Zanzibar, Tanzania as a Senior Accountant





Highlights:


Directly supervised accounting staffs. Prepares monthly financial statements and maintains general ledgers, bank reconciliation, accounts payable, receivable, and cash flow.


Gained knowledge of accounting data related to manufacturing products, overhead expenses, cost of finished products and inventory valuation.


Effectively managed and administrated bank deposit, electronic payment and line of credit.
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Provided keen oversight to accounts receivable full cycle for cash application, collection, adjustment, credits and write-off of bad debts.


Processing of payrolls for 140 employees, including PAYEE, ZSSF & SDL calculation.


Deals with all government matters like payment of Vat, ZSSF,PAYEE and SDL


Successfully worked with internal auditors during reviews and audits.








Sep’13 - Nov’14 with Margin Free Super shopping Centre, India as an Accountant





Highlights:


Looked after:


Depositing daily collections in the bank


Preparing daily collection reports and submitting to management


Evaluating & updating stock


Preparing LPO’s


Monthly online VAT submission


Processing of payrolls for permanent and part-time staff


Petty cash disbursements


Bank reconciliation


Issuing payment to the suppliers


Preparing monthly recurring ledger entries


Involved in:


Reconciling vendor accounts


Coordinating with bank for preparation and finalization of loan proposals and other matters related to company.


Successfully worked with external auditors during reviews and audits





Apr’11 - May’13 with Stansfield College, Singapore as an Accountant





Highlights:


Looked after:


Preparation and analysis of outstanding fee collection


Purchase of COI (Certificate of Insurance) for students and submitting COI summary report to CPE


Processing of payrolls for permanent and part-time staff


Monthly online submission of CPF (Contribution to Provident Fund) to the Government


Petty cash disbursements


Bank reconciliation


Essayed a key role in:


Depositing daily fee collections in the bank


Preparing daily fee collection reports and submitting to top management


Evaluating & updating stock


Preparing purchase orders.


Issuing payment to the suppliers


Overseeing submissions of GST


Involved in:


Preparing monthly recurring ledger entries


Reconciling vendor accounts


Coordinating with bank for preparation and finalization of loan proposals and other matters related to company.


Successfully worked with external auditors during reviews and audits





Mar’08-Apr’11 with Precise Trading LLC, Dubai Investment Park, Dubai & UAE as an Accountant





Highlights:


Involved in preparation of payroll as well as the monthly accounting closing reports


Bank reconciliation.


Maintained petty cash disbursements.


Involved in:


Monitoring & reviewing accounting and related system reports for accuracy


Explaining billing invoices and accounting policies to staff, vendors and clients


Recommending, developing & maintaining financial data bases, computer software systems and manual filing systems


Maintaining records of staff advance sheet, overseeing provision for gratuity, leave salary & air ticket and up keeping staff leave chart





Looked after:


Online transfer preparation of salaries and telegraphic & other interbank transfers


Preparation of turnover statements both individual & group and analysis of performance for commission calculation


Audits in outlet revenue


Evaluation of financial information for preparation of entries to accounts








Previous Experience





Apr’06-Oct’07 with Revenue Med India (P) Ltd., Technopark, Trivandrum, Kerala, India as Insurance Compiler (Accounts Executive)





Academic Details





B.Com. (Taxation Law & Practice) from Kerala University, Kerala, India 2007


Pre – Degree (Commerce) from Kerala University, Kerala, India 2001





IT Skills





Conversant with:


MS Office, Auto count and Tally 


Dative, lexwareand Winoris





Personal Details





Date of Birth		18th April 1980


Address		Jerry Villa, Menamkulam, Kazhakuttom P.O, Trivandrum, Kerala.


Languages Known	English, Malayalam, Hindi and Tamil 
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