SYED 
Syed.355722@2freemail.com
Finance Manager
Decisive, results oriented accounting and financial management professional with good experience in finance and accounting management (Payables, Receivables & Payroll), PRO, Administration Dept. & Purchase Dept, holds strong interpersonal and communication skills. 
Educational Qualification

M.B.A., Finance & Hr., Jamal Institute of Management, 2009 to 2011
Diploma in Accounting & Auditing Madras University
B.Sc., Mathematics Jamal Mohamed College 2005 to 2008
Software Skills

                                                     ERP SOFTWARE, SAP
                                                 MS-Office, Excel, PowerPoint.
Professional Experience

Having 7 years and more of experience in Accounts & Human Resource, PRO, Administration, and also has been Knowledge and Trained in logistics Import & Export, Documentation Maintenance & Purchase Dept.

Blue Ginger Catering LLC.
Accountant & Admin
June 2015 – Present
Reporting to Finance Manager
Responsibilities:-
· Update & Maintain the books of account and other relevant records/registers on daily basis.
· Prepare revenue, expenses, invoices, and other accounting documents

· Prepare monthly Financial Statements, on-demand Reports.

· Processing supplier invoices in a timely manner.
· Handle all cash transactions with speed and accuracy with customers.

· Verification of bills with ledger entries Classification of Income & Expenses.
· Recording Cash transaction & reconciling on daily basis.

· Handle banking transaction including bank balance & reconciliation with bank statement monthly.

· To complete maintains of Accounts Payable & Receivable.
· To Prepare & collecting process cheques with in the designated credit & debit terms. 
· Bank Reconciliation Statement Creating and vouching.
· Preparation of Profit & Loss A/C for every month ending & reports submitted to management.
· Maintain the accuracy of the general ledger and financial reporting
· In charge of Human Resource such as updating company records, maintaining employee    files and responsible for monitoring of all company insurances, permits and licenses.        
· Overseas the company’s recruitment process and visa application.                                                            
· To maintain good relationship with Suppliers & Service providers.                
· Provide Support & maintain good relationship with Sales, Purchase and Operation Requirements.                                                                        
Tamilnadu Real Estates Pvt Ltd
Accountant
Jan 2014 – May 2015.
Reporting to Finance Manager
Responsibilities
· Update & Maintain the books of account and other relevant records/registers on daily basis.
· Prepare and review budget, revenue, expenses, invoices, and other accounting documents

· Verify and process the expense claims/bills/accounting vouchers as per the company policies and get those approved from Head Quarters within the specified time lines.
· Audit branch accountant works such as purchase voucher, cash voucher and physical cash balance.
· Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions.

· Establish, maintain and coordinate the implementation of accounting and accounting control procedure.
· Prepare monthly Financial Statements, on-demand Reports.
· Processing supplier invoices in a timely manner.

· Preparation and processing of supplier payments as per the due date, ensure company policies and procedures followed
· Generate receivable ageing on regular basis and follow up with collection team for collection of out standing’s on a timely basis.
· Analyze revenue & expenditure trends and recommend appropriate budget levels, and ensure expenditure control.
SAK Logistics
Accountant cum Administrator Oct 2011– Dec 2013
Reported to Managing Director
Responsibilities
· Updating of the Entire Accounting transaction on daily basis.

· Payment of cash after proper verification, certification & approval.

· Recording Cash transaction & reconciling on daily basis.

· Handle banking transaction including bank balance & reconciliation with bank statement monthly.

· Follow up of receivables & disbursement of outstanding to the suppliers.

· Weekly preparation & submission of Cash flow statement, age wise creditors report, age wise debtors report.

· Preparation of monthly reconciliation of vendors statement & rectifying with them if any deviation. 

· Passing the Journal vouchers on monthly basis, finalization of accounts 
· Financial audit preparation and coordinate the audit process.
Nayagara Water Solution Pvt 
Accountant
Jun 2008 – Jun 2009
Personal Profile

· Date of Birth

:
04/08/1987

· Marital status

:
Single

· Languages Known
:
English & Tamil (learning Arabic & Hindi)

· Nationality

:
INDIAN

DECLARATION:
              I hereby declare that the information furnished above is true to the best of my knowledge and belief.
