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JOSE 
           JOSE.350337@2freemail.com 

Deira, 

Dubai, UAE
   OBJECTIVE :  COST & DOCUMENT CONTROLLER
To excel with a growing professional organization, to optimally utilize my experience and know- how to take the organization forward.

   PERSONAL APPRAISAL:

Self – Motivated Fast Learner.

Excellent Communication Skills in English.

Hardworking and Result Oriented.

   WORK EXPERIENCE:
1. Job Title
: Project Cost Controller from May 2015 to the date.
Company 
: TAA Sculpture and Beautification Elements Works. Dubai, U.A.E (Spanish Company)
Responsibilities:- 
· Monitor the expenditures of the various departments involved in the project to ensure that the project remains within the budgetary limits as set by the project management team.

· Review cost reports
· Constantly search for ways to minimize the expenses incurred by the project, by identifying areas of cost saving strategies within the project.

· Maintain close interaction and report findings to project managers and construction managers.

· Make recommendations when planning future budgets, organizational changes or procurement strategies.

· Assists in the overall financial management of the company and contributes to the development of the management information system.
· Call for quotations on the basis of the requirements, Preparing POs, Updating the payment file with Invoices.
· Handling petty cash.

· Updating account related documents as Quotations, Purchase Order, Invoices, Receipts and Bank Transactions for monthly review and accounting transaction.
2. Job Title
: Finance Controller from June 2012 to April 2015. 

Company 
: Greelux Interiors Pvt Ltd, India
Responsibilities:- 
· General A/c related work such as preparation of vouchers, record and accounting transactions.
· Preparing Invoices and follow up to client for Payment received, Making Cheques for parties.
· Bank transactions - payments, receipts and monthly bank reconciliation of bank book with bank statements

· Handling of cash, cash book and physical verification of cash

· Prepare Muster roll and Wages Sheet 
· Preparing all vouchers, purchase, sales invoices & the upkeep of an accurate accounts filing systems.
· Preparing reports and supporting documents to meet organizations various timely demands. 

· Conducting the financial audit, Internal and Statutory audit.

· Stock maintenance
      3. 
Job Title
: Administrator - Projects from 20th June 2008 – to 28th March 2012.

      
Company 
: Alliance International Electromechanical Cont. L.L.C, Dubai.

 Responsibilities:-
· Oversee, identify plan deviations and recommend resolution for project manager.

· Monitor performance and determine improvement areas by developing key performance indicators for critical department metrics. 

· Complete the assignments to support capital transmission project delivery. 

· Maintain current and forecasted Cash Flow data when compared to projected Cash Flow. 

· Manage project accounting databases to ensure timely security and control. 
· Offer direct financial communication with project team, internal financing department, subcontractors and Joint Venture owners.
· Support Project Management Office Supervisor in project financial management and divisional reporting.
· Administer and coordinate routine contract work using prescribed and standardized methods. 
· Enforce actual project data collection and weekly accurate estimates.
· Preparing quotations on the requirements of different companies.
· Keep in touch with clients.
    4. 
Job Title
: Asst. Supervisor from June 2004 to December 2006.

Company 
: Hallmark (Gulf Greetings) L.L.C. Dubai, U.A.E  
Responsibilities:-
· Developing and maintaining detailed product schedules
· Monitoring cost and commitment through requisition and invoice review
· Ensuring active engagement of team members by delegation of tasks to the appropriate person both on a long term and on a day-to-day basis
· Ensuring adherence to quality standards such a Total Quality Management or by ensuring employees follow quality standards and by using quality control checklists
· Coordination and regulating various meetings such as project progress review meetings, quality circles, and the like
· Application of various project progress methods to ensure the project schedule is on track to meet deadlines or deliverables
· Ensuring compliance with safety standards
· Developing and monitoring project cost forecasts.
   5. 
Job Title
: Project Co ordinator/ Asst. Co ordinator from June 2001 to March 2004. 

Company 
: Karl Kubal Shiftang under Trivandrum Social Service Society (T.S.S.S)

Responsibilities:- 
· Co ordinating the project activities.
· Produce a progress report monthly weekly communication meetings with Team Principals
· Review weekly progress reports of Team Principals
· Approval of purchase order requisitions and invoices for payment
· Utilization of Accounts according to the project head
· Preparing Quotation and Estimation for the project. 
· Conduct evaluation programmes to find out the merits and demerits of implementation method of the project.
· Control the accounts according to the proposed head of the project.
    6. 
Job Title
: Front Office Assistant from March 1998 to May 2001.

Company
: Neptune Hotel, Kovalam Kerala 
Responsibilities:-
· Keeping good relationship with the customers through telephonic conversation

· Fax and filing all the documents.

· Maintain the accounts and billing.
· Check in and Checkout service.

   ACCADEMIC QUALIFICATION: 

· Graduation (BA. Sociology).

· Post-Graduation (MSW)
COMPUTER SKILLS:

· M.S.Office
· D.C.A

· Computerized Secretorarial Course.

   EXTRA CURRICULAR ACTIVITIES:
· A Good foot ball player represented school team & collage team
· Active participation in the Social work for human wellbeing.

    PERSONAL DETAILS:

Date of Birth                                  
:  01-06-1971
Nationality                                     
:  Indian

Marital Status

           

:  Married

Languages known

           
:  English, Hindi, Malayalam, Tamil.

    PASSPORT DETAILS:

Place of issue


     
: Dubai
Date of issue


     
: 21/07/2016
Date of expiry


     
: 20/07/2026
Visa Status



: Employment Visa

Joining time



: Immediate

Declaration

The above information is true and correct to the best of my knowledge and belief.

I am looking forward to hear a favorable response from you. If I have given a chance, I promise to discharge the duties entrusted to me to the utmost Satisfaction of the institution.
[image: image2.jpg]


With earnest anticipation,







Yours faithfully.[image: image3.jpg]
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