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	An astute and skilled professional offering over 6 years of experience in the field of Finance & Accounts, Purchase Operations, Book Keeping, Bank Reconciliation, Vendor Management, etc.
· Lastly associated with Logic Group of Companies, Dubai as Accountant cum Purchaser

· Qualified B. Com (Bachelor of Commerce) from Calicut University, Kerala

· Proven track record in collaborating with various departments to develop and implement all purchasing strategies for products

· Demonstrated abilities at maintaining records of all invoices and ensuring accuracy in same and managing all vendor approval requests

· Skilled in administering all vendor performances and providing positive feedback for all activities and recommending corrective measures for same

· A strong team leader with excellent analytical, communication, negotiating, problem solving and interpersonal skills.
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Professional Skills

Work Experience
Jun 2014 - October 2016

Logic Group of Companies, Dubai as Accountant cum Purchaser


· Prepared  sale bills, debtors collection from customers, books of account, bank reconciliation and process monthly payroll and employees benefits
· Handled petty cash and all other works like receipt payments and expenses; prepared and monitored the daily attendance master and verify the proper reporting time of the employee

· Checked in and out time and verified purchase requisitions by comparing items requested to master list; clarified unclear items and recommended alternatives
· Forwarded available inventory items by verifying stock and scheduled delivery; obtained purchased items by forwarding orders to suppliers and monitored and expedited orders

· Prepared purchase orders by verifying specifications and price; obtained recommendations from suppliers for substitute items and approval from requisitioning department
· Verified receipt of items by comparing items received to items ordered; efficiently resolved shipments in error with suppliers
Feb 2013- Feb 2014

Ontario General Trading LLC, Dubai, UAE as Accountant Assistant


· Posted vouchers by daily basis and monitored bank transactions; evaluated sundry debtors and creditors and made reports by age wise 

· Prepared prepaid expenses, accrued expenses and provision of the company and bank and cash reconciliation statement of the company

· Developed monthly depreciation statement of the company and journal entries for monthly accounts closing; controlled the payment to the suppliers (Cheque payments)

· Made payments against the accounts payables by checking the creditor’s accounts and credit terms; prepared timely payment of various statutory obligations like insurance and tax authority etc

· Provided assistance for the preparation of monthly payroll, trial balance and balance sheet of the company


Nov 2011 – Dec 2012

Quality Hyper Market WLL, Doha, Qatar as Accountant Assistant


· Prepared payments of local suppliers, posted GRN’s of Dubai suppliers and import suppliers and attended supplier calls; issued cheques and sorted GRN’s and GRV GRN’s filing

· Dealt with suppliers for payments and for discrepancies in the payment and also handled cash office
· Maintained and managed general ledger accounting functions and accounts payable and accounts receivable records; wrote, maintained and managed records of day-to-day transactions

· Assisted internal and external audits; coordinated with accounts receivable team in collecting payments from customers

May 2008 – May 2011

Pando Insulation Materials Co. LLC, Sharjah, UAE as Administration cum Accountant Assistant 



· Made quotations and attended calls, posted vouchers by daily basis and monitored bank transactions; evaluated sundry debtors and creditors and made reports by age wise 

· Prepared prepaid expenses, accrued expenses and provision of the company, bank and cash reconciliation statement of the company

· Developed monthly depreciation statement of the company and journal entries for monthly accounts closing; controlled the payment to the suppliers (Cheque payments)

· Made payments against the accounts payables by checking the creditor’s accounts and credit terms; prepared timely payment of various statutory obligations like insurance & tax authority etc

· Provided assistance for the preparation of monthly payroll, trial balance and balance sheet of the company; verified staffs allowances, benefits and loan & advances by excel wok sheets
Previous Employment
2006 – 2008 | VBSK CO. Chartered Accountant | Trainee
Scholastic
2005

B. Com (Bachelor of Commerce) from Calicut University, Kerala with 70%

IT Forte
· Well versed with Windows, MS Office, Tally 5.3 and Internet Applications
Personal Snippets
Date of Birth

:
30th July 1982

UAE Driving Licence  
:
UAE | Visa Status : Visit Visa   
Languages Known
:
English, Hindi, Arabic, Malayalam and Tamil
Marital Status

: 
Married
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