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SANTHOSH 
Abu Dhabi, United Arab Emirates
Email – SANTHOSH.36158@2freemail.com 



FINANCE & ACCOUNTS / ADMINSITRATION EXECUTIVE
PROFILE SUMMARY:
 A qualified Finance & Accounts Professional with over 8 years of experience in UAE & India (4.5 Years in UAE) & an impressive track record in finance, accounts, operations & general administration. Well organized and self motivated individual with the ability to work autonomously while adhering to deadlines. Strong people management & interpersonal skills. Presently working in Athena SA, well established Greek Company having more than 2000 employees.
Have excellent knowledge on general administration, able to diplomatically interact with multicultural environment, friendly, enthusiastic and committed team player, determined, decisive, flexible, detail-oriented and self motivated individual who is looking for a challenging role in a team oriented environment.
PROFESSIONAL EXPERIENCE:
 Accountant, Athena SA, Abu Dhabi, UAE (June 2009 – Present)
· Maintenance of Daily journal, Bank Book, Cash Register and General Correspondences.

· Reporting to Finance & Admin. Manager and Chief Accountant.
· Compile and analyze financial information to prepare financial statements including monthly and annual accounts.

· Ensure accurate and timely, monthly, quarterly and year end close.

· Ensure accurate and appropriate recording and analysis of revenues and expenses.

· Preparation of Monthly Purchase Analysis, Outstanding Statements of Suppliers.

· Dealing with payable, preparing payment slips and authorizing them for payment.

· Responsible for accounting of receivables; managed them; prepared the age analysis and sorted them for the purpose of future use.

· Prepare periodical financial statements & other management reports.

· Ensure accuracy of information contained in the financial reports & their compliance with statutory requirements & general accounting standard.

· Liaise with bank authorities to arrange funds & ensure that every penny is spent wisely.

· Arranging Letter of Credit and Letter of Guarantees.

· Chief Cashier as monitoring and controlling site transactions.

· Responsible for monthly closing of account; checking daily revenue report.

· Responsible for Accruals, Provisions & passing all standard JV entries.

· Receive & record invoices & arrange payments.

· Prepare & send invoices to debtors.

· Calculate & distribute wages & salaries.

· Prepare regular reports & summaries of accounting activities.

· Prepare debtors’ listings & constantly follow up for payments.

· Check customers’ credit ratings & advise the management accordingly.

· Verify recorded transactions & report irregularities to management.

· Handle reconciliation of bank account, review of bank facilities & OD.

· Coordinate with auditors both internal & external during audits.

· Verify payment vouchers, receipts vouchers and journal vouchers

· Preparing relevant total company monthly reports

· Involvement in budgeting process & Asset Management.
Accountant cum Administrator, AthenaSA, Central RepairYard (Sept 2007 – May 2009).
· Reporting to the Director Finance to support the successful execution of projects by monitoring and advising on financial performance and consulting with the Senior Manager.
· Project Accounting and Delivery teams to ensure projects are within budget and company parameters.
· Processing and calculation of payroll.

· Preparing relevant total company monthly reports

· Asset Management and monitoring Equipment Registration Process.
· Monitoring customer account details for non payments, delayed payments and other irregularities.

· Investigate and resolve customer queries.

· Reconciliation of payments.

· Process documents claiming debit and/or credit financial dues, ensuring accuracy, completeness, and timeliness. 

· Manage and oversee the entire administrative operations of the organization.
· Handle the routine office management functions, deal with clients, visitors and maintain corporate relations.
· Ensure all activities are performed as per set parameters. Measure activities, analyze problems and provide report to management with possible solutions.
· Coordinate and plan for office services such as equipment, supplies, forms, disposal of assets and maintenance.  Prepare periodic reports and correspondence.
· Maintain proper records of incoming and outgoing correspondence file documents and letters in a systematic manner and keep all assigned files up to date.
· Monitoring procurement function of the company.
· Follow up with the suppliers for expediting and ensuring suppliers on time.
· Responsible for recruitment activities to include screening of CVs, scheduling interviews, salary negotiation, coordination with agencies, induction/orientation of new employees.
· Prepare and maintain company salary structure, job documentation and job evaluation systems.
· Recommend, develop and schedule training and development courses.
· Maintaining employee’s personal files and documents confidently.
· Preparing Salary transfer letters, salary certificates, transfer orders etc.
· Co ordinating in distributing appraisal forms to the locations, following up to get the forms back, checking and updating in systems and submitting location wise details to the management.
Accountant, Athena SA, Khorfakkan Port Expansion Project (Sept 2006 – Aug 2007)
· Ensure appropriate documentation for all transactions.

· Perform timely monthly reconciliations of cash imprest.

· Maintain Accounts Receivable & Payable ledgers, checking, verifying and posting supplier/sub-contractor invoices.

· Prepare monthly / weekly and other periodical financial reports 


Petty cash handling & other Administration works as required by the department

· Monitor and control the routing and handling of all documents flow, to prevent accesses of unauthorized staff, including delivery and collection with acknowledgement filing, maintaining and ensuring safe custody of all financial documents.
· Coordinate with bank authorities, auditors and ensure proper compliance with all statutory regulations & company policies & procedures.

· Maintain appropriate internal controls, reporting systems and policies to ensure the accurate and timely reporting of information to head office. 

· Prepare and present financial operating statement and reports to Senior Management.

· Review invoices for appropriate documentation, approval & prepare for encoding into the ERP system.

· Record financial transactions according to accounting policies and procedures

· Maintain files and documentation thoroughly and accurately.

· Implementing the accounting procedures and ensure that all surrounding controls are adhered to.

· Responsible for maintaining project cash flow models, project cost control, budgetary control, monthly and quarterly financial performance reporting , maintaining the job costing system and project financial risk management.

· Responsible for recording all transactions within the office, accounts payable, accounts receivable, banking and payroll services for group companies. 

· Prepare monthly, quarterly and annual financial performance reports, statements and statistics. 
Administrator/Accountant, International Art Gallery, Kerala, India (Mar 2004 – Sept 2006).

· Program Director, All Kerala Child Art Exhibition.
· Co-Coordinator All Kerala Fem Art Exhibition.

· Program Executive, Kerala Darshanam Paintings Exhibition.
  Academic History

· Master's Degree in Economics – (Calicut University – India)
· Post Graduate Diploma in Co-operative Management specializes in HRM & MIS from ICM Kannur. ( Ministry of Human Affairs – India )
· Bachelor's Degree in Arts (Economics), Calicut University, India

· Diploma in Computerised & Manual Accounting.

· Diploma in Store keeping.

· Type writing English Higher & Hindi Lower

  Skills & Strengths
· A team player who is able to build effective working relationships with a large multicultural organization.

· A self-starter who is able to suggest and implement process improvements.

· Able to manage priorities in order to meet a number of competing deadlines.

· Focused and analytical, with a keen eye for detail.
· Loyal, sincere, hardworking confident person.

· Capable of working with minimum direction to complete specific tasks.

  Personal Details
 Date of Birth



:
14th April 1976
Nationality



:
Indian 

Marital Status


:
Married

Language Proficiency

:
English, Hindi and Malayalam

Visa Status



: 
Employment Visa (Transferable)
Present Salary


:
5,000 + Accommodation.

Reference



: 
Will be provided on request.
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