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Seeking middle level assignments in Accounts/Receivables Payables/Payroll Management/Accounting with reputed organization.
SYNOPSIS

· Almost 05 years of experience in the areas of finalization, managing payables, receivables, reconciling accounts and debtors management.

· Proficient in management activities involving planning, preparing invoices & purchase documents and managing the entire operations pertaining to accounts payables and receivables.

· Conversant with implementing in an ERP solution

Areas of Expertise:
Accounts: Designing and implementing systems and procedures, supervising the consolidation of group of accounts and preparation of financial statements. Directing verification of data, maintenance and scrutinizing books of accounts such as journal ledger, cash/Bank book and subsidiaries in compliance with time & accuracy norms.

Payroll Operations: Managing the payroll operations including recording the changes in the pay components and print pay slips. Recording changes to employee’s details such as address and other datas.Maintaining computer record for all transactions.
Auditing: Preparation of schedules and support to the auditors to provide required data.
Receivables /Payable Management: Preparing and following up of Bills Receivables after invoicing to debtors ,conducting ageing analysis with an aim to keep receivables under control .Ensuring that all payments are made to suppliers within the stipulated time frame and managing accounts payable within the pre-set parameters. Conducting ageing analysis of the payables to understand and paying pattern and devise effective accounts payable policies. Undertaking debtor segmentation and suggesting suitable collection strategy to the management according to the category of debtors. Managing overall activities encompassing preparation and following up of Accounts payable as preparation and follow up of purchase orders for accounts payable.

Administration Work: Preparation and sending of LPO, Receiving invoices for arranging payments. Coordinating with other departments like Finance and Human resources.WPS preparation. Petty cash handling. Time sheet handling. Overall control of manpower.
CAREER FEATURE

Woojin Mechanical & Electric Co.Ltd,Abu Dhabi,U.A.E  May 2015 – 05 Sep 2016
Accountant cum Admin 
SHAHIDA TRADERS, KERALA Feb 2011 – March 2016
Accountant

Ocean Star Trading LLC - Dubai, UAE Jan 2008 –Jan 2011
Accountant.

Sun Travels & Resorts, Male; Republic of Maldives, Company holding 4 five star resort (Feb 2005-Oct 2007)
Accountant.

Pazhassi Raja Residential Vidyalaya, Wayanad, Kerala, India (Jan 2001- Dec2004)

Accountant.

ACADEMIA
Bachelor of Commerce - B.Com (Co-operation)

April 1996-March 1999 (Calicut University, Calicut,Kerala,India)

Pre-Degree, Commerce & Accountancy

May 1994 -1996 May (Calicut University, Calicut, Kerala, India)

COMPUTER FORTE

· 
Microsoft Office 2007 (Word, Excel, Internet Explore, Outlook) 
·        Out look ,Internet Explorer
ACCOUNTING SOFTWARES
· 
Fi-es Accounting System (ERP Based Accounting Package for Hotel Industry)

· 
Tally 6.3 (Accounting Package for almost all kinds of Business)

· 
Quick Books (Accounting Package for small Industry)

·        Peach Tree Accounting Software
·        SAGE Pastel Partner (Accounting software for Retail Industry)
PERSONAL DETAILS


Sex




:
Male


Date of Birth



:
13-12-1978


Marital Status



:
Single


Languages Known


:
English,Hindi,Malayalam,Tamil

PASSPORT DETAILS


Place of Issue



:
Kozhikode


Date of Issue



:
22-02-2011

Date of Expiry



:
:21-02-2021






VISA DETAILS
Visa Status                                                    : 
Visit Visa                    


