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PROFESSIONAL OBJECTIVE

I have shown myself to be self-motivated, committed and determined in achieving my goals. Have a strong learning ability, a sense of responsibility and my capacity to work hard under pressure. Have good leadership qualities and have learnt about working both on my own and with others, and can easily acclimatize to any environment.

EXECUTIVE DIGEST
· An astute professional with over 7 years of cross-cultural experience in Accounting & Administration.
· Associated with Star Rise Technical Equipment, Abu Dhabi, UAE as Accounts Clerk cum Administration.
· Highly resourceful in building and maintaining strong customer relations, Credit management, vendor relations.
· An effective communicator with excellent team leadership skills, strong analytical, problem solving & organisational abilities.

· Equally comfortable in interacting with people across hierarchical levels for smooth functioning of organisation.
PROFICIENCY FORTE

~ Financial Statements


    ~Accounts Payable & Receivables.


      
~ Inventory Management 
~ Bank Reconciliation


    ~ Treasury Management 


                           ~ Cost of Goods
Professional Experience
· Star Rise Technical Equipment Trading, Abu Dhabi, UAE
Job Profile: Accounts clerk cum Administration (September 2012– July 2016)

Role of Expertise
· Maintained day to day books of Accounts in Tally ERP.
· Maintaining Receivables & Payables, petty cash transactions
· Day to day liaisons with Bank, with regards to bank entries / Accounts / Payments / Credits etc.
· Assisting the FM and the senior accountant with other related tasks / month end close work 

· Review / Validate / Account and Process Employee expense reports in tune with the Payroll Booking 
· Responding to customer queries and issues in timely and accurate manner.
· Schedules appointments and meetings for executives and upper level staff
· Making enquiries with different suppliers & sending LPO’s accordingly.

· Maintaining & keeping record of all the documents & files.
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Job Profile: General Accountant (April 2011 – July 2012) 
Role of Expertise
· Maintaining Accounts through Focus ERP
· Preparation of Payroll through WPS
· Booking of Accounts Payable invoices and processing payment 

· Following up for receivables from customers and updating the customer account accordingly

· Reconciliation of bank / Supplier and customer statements
· Booking and reimbursement of employee expense

· Preparation and review of Balance sheets and Bank reconciliations

· Handling supplier calls and resolving their issues with regards to invoice discrepancies and payments
· Assisting senior accountant & Auditor.
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Job profile: Billing Assistant (December 2008 – July 2009) 
Role of Expertise
· Checking and clearing of Insurance claims (Daman Insurance)

· Preparation of monthly reports.

· Receiving & recording of bills & arranging for payments.

· Preparation of regular reports.

· Monitoring all claim report.

· Perform other duties as requested by the manager with regards to paper works.

· Coordinate with main branch accountant concerning all deliveries.

· Submit reports/documents for approval.

· Maintaining & keeping record of all the documents & file

· M/s Binu & Shaju Company Law & Tax Practitioner’s Centre, Kerala, India 
 Job profile: Assistant Accountant (December 2004 – April 2006.)   
Role of Expertise:
· Preparation of accounts manually

· Preparation of reconciliation

· Preparation of Income statement, Balance sheet, General ledger and reports.

· Preparation of accounts in computer

· Preparation of income tax and sales tax returns.

· Preparation of projects and reports etc.

· Verify records transactions and report irregularities to the management.

· Inventory control, billing and stock analysis.

· Preparation and sending invoice to debtors.

· Preparation of time sheet and payroll.

· Maintaining all documents & keeping of track record.

· Follow-up with customers.
· Attending calls, co-ordinating all the activities of organisation Maintained day to day books of Accounts in Tally.
ACADEMIC QUALIFICATIONS

· Master of Business Administration-   BHARATHIAR UNIVERSITY, INDIA ( Pursuing)
· Bachelor of Commerce-   CALICUT UNIVERSITY ,INDIA( 2004)     
PROFESSIONAL APPLICATIONS KNOWLEDGE
· Tally  ERP 
· Focus ERP
· Quick Book.

· Peachtree
· Microsoft Excel
· Power Point

· Citrix Meta Frame
TRAININGS ATTENDED

· Advanced Training to Quick book & Focus Accounting Software: 15th Sep, 2010.

· Advanced Training & introduction to ERP (Tally 9, Peachtree):26th Aug, 2009.

· Manual Accounting Practice: 20th Sep, 2007.
CORE COMPETANCY

· Good communication and interpersonal skills
· Financial Analysis

· Internal Control

· Accounts Payable & receivables
· Efficient in self-correspondence

· Ability to handle pressure and to work with targets 

· Hardworking and fast learner
· Effective Communication and time management
· Document Management
· Organizing for Results 

· Interpersonal Ability 
· Pleasing Personality
· Influence and Negotiation
PERSONAL MINUTIAE
Date of Birth 


       : 
14th September 1981
Languages Known    
:  
English, Malayalam, Hindi & Arabic (Read & Write)
Visa Status



:
Husband Sponsorship Visa
Nationality



:  
Indian
Marital Status


: 
Married
DECLARATION
The above and foregoing information are true to the best of my knowledge and belief. 
References if any required will be available on further request.

