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KEY RESPOSBILITIES

· Preparing and analysing accounting records and financial statements reports.

· Prepares asset, liability, and capital account entries by compiling and analyzing account information.

· Documents financial transactions by entering account information.

· Recommends financial actions by analyzing accounting options.

· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.

· Substantiates financial transactions by auditing documents.

· Maintains accounting controls by preparing and recommending policies and procedures.

· Finalization of audited financial statements and analysis of the statement.

· Review and process routine accounting data for revenue and expenditures.

· Assess accurately and confirm to reporting and procedural standards of the reports

· Studying the reports given by auditors and CA and submitting them to the management

· Analyse business operations, trends, costs, revenues, financial commitments, and obligations, to project future revenues and expenses or to provide advice.

· A voiding outstanding expenses and managing the petty cash
· Assigning entries to proper accounts

· Preparing periodic reports to compare budgeted costs to actual costs.

· Using automated accounting systems for data input and to obtain reports.

· Responsible for maintaining accounting ledgers and performed account reconciliation.

· Maintaining the status of funds.

· Performing account analysis and account research.

· Processing accounting transactions.

· Responsible for expenditure and collection transactions.
· Effective coordination of team effort to increase company revenue.

· Ensure accurate and timely assigned monthly report generation.

· Responsible for general administrative duties. 

OTHER CERTIFICATES

· MS Office, including MS Excel, Word, Power Point, Outlook etc. 

· Hands on experience on preparing & report analysis on accounting applications such as ERP as well as Tally E.R.P 9, Quick Books, Focus reach and Peach Tree. 

PERSONAL STRENGHTS

· Responsible and reliable

· Highly motivated for career development

· Able to deal in a mature manner with problem solving

· Willing to learn and accept constructive criticism


DECLARATION

I hereby declare that the above mentioned information is true to the best of my knowledge and belief and I bear the responsibility for the correctness of the above mentioned particulars. 
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DOB: 23thDec 1988


GENDER: MALE


NATIONALITY: INDIAN


MARITAL STATUS: MARRIED


STATUS: VISIT VISA

















LANGUAGES KNOWN


English


Arabic


Hindi


Malayalam











COMPUTER SKILLS


MS Word


Excel


C


Tally
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OBJECTIVE








Aiming for a challenging and performance oriented strategic position in a reputed firm where I can fully deploy my competencies and dedicated efforts by actively participating in the activities and thereby enrich my knowledge and to fulfill organizational as well as career goals.





OVERALL SUMMARY








A reliable and hardworking professional with a practical hands on approach, who always preservers to achieve the best results. Able to collect and analyses information and quickly grasp what needs to be done. Excellent communication and problem solving skills and ability to manage and compete and complete projects to the highest standard. Seeking full time position in an office where my organization skills can shine.





  ACADEMICS





B.com in Taxation


College/University: Mahatma Gandhi University, Kerala


             


WORK HISTORY








Accounts & Operations Coordinator  -Saih Al Rawl Gas Company LLC, Oman (March 2012 to present





Accounts Assistant- Abad Property Management Services Pvt. Ltd.


(May 2010-June 2011)


  


   PROFESSIONAL OVERVIEW


  


Publish financial statements in time.


Prepare budget and financial forecasts.


Manage all accounting operations based on accounting principles.


High dedication an enthusiasm to learn fresh things.


Develop strong interpersonal relationships.


Team management skills, ability to work well with individuals at all levels.


Active learner and effective communicator.


Self-motivated.


Proven ability to gather, extract and use data effectively.


Good analytical and problem solving skills.


Sound knowledge of handling accounting system.


Excellent ability to sort, check, count and verify numbers.


Strong ability to use an automated accounting system.


Good organizational skills.


Computer literate, spreadsheet etc.


Experience in improving current accounting system through ERP      modification and implementation.


Analytical approach towards decision making and problem solving. 
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