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	CURRICULUM VITAE

	CAREER OBJECTIVES

	Accounts Professional with extensive experience in UAE and India. Expertise in accounts finalization, reconciliation, handling payables-receivables, general ledger accounting, inventory management and administration duties. Career record of achieving set management goals within parameters of cost, quality, time, profitability and effective resource utilisation. To work in a challenging environment and to keep value adding to the organization, which I represent and serve, and to myself, while concurrently upgrading my skills and knowledge. I would welcome an opportunity to consolidate and expand this quest for knowledge and in the process develop methods and solution resulting in improved, efficient and effective work process.  Well versed with Customized Accounting Softwares i.e. FoxPro, Peachtree & Tally.




	EDUCATION

	

	Master of Commerce
	1987

	Bachelor of Commerce
	1985

	Bachelor of Education
	1991

	Madurai Kamaraj University, Tamil Nadu, India
	


	CAREER SNAPSHOT

	

	Accountant / Administrator 
	1996-Present

	Silky Sun Trading LLC  (Subsidiary of  Indian Heritage, New Jersey, USA), Dubai, UAE



	Accountant
	1995-1996

	Dharani Finance Ltd, Madras, India


	

	Accountant
	1994-1995

	M. R. Engineering Construction, Madras, India


	

	Accountant
	1992-1994

	Shilpa & Co. Madras, India
	


	AREAS OF EXPERTISE

	Accounting Functions

· Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy and finalising the accounts. Liaise with internal and statutory auditors.      
· Develop and implement document record keeping and accounting in a computerized environment. 

· Manage company’s finances, accounts, audit systems & procedures, internal controls, P & L, balance sheet, trial balance, bank reconciliation and follow up debtors-creditor accounts.

· Monitor all general ledgers accounts together with costing efforts and its supporting transaction documents. Report to management regarding the finances of establishment.

· Handle complete books of accounts independently up to finalization including books of cash transaction, bank books (current A/c, overdraft A/c, TR, etc), journals and payroll. 
· Take care of accounts receivable follow up; prepare cash & fund flow statements, customer-vendor reconciliation statements, final accounts such as Profit & Loss account and balance-sheet.
· Prepare monthly financial statements and manage administration work for having a good knowledge of all office routines, management information service, etc.
· Analyze financial records for forecasting the future finances and budget requirements.
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	PROVEN JOB ROLE

	

	Accountant / Administrator – SilkySun Trading LLC 

· Maintaining general accounts such as receivables, disbursements, expenses, income & payments.

· Preparing & reviewing financial reports, consolidated statements & other internal reports in timely basis in order to modify changes in financial position towards increase/decrease in working capital.

· Establishing communicating accounting policies and recommend changes whenever it is necessary.

· Providing assistance in annual audit, inter company transaction, adjustment entries and other related matters.

· Preparing export document and transhipment document if required.

· Liaising with bank for Bill discounting, Trust receipt, F/D and finding better credit facilities.

· Handling cash and inventory management

· In charge for overall administration related duties of the company.

· Follow-up payments with debtor’s for bills outstanding and settlement of creditors bill on due date.

· Coordinate with salesman for executing the Sales order, placing of purchase order to supplier to meet customers’ requirements and monitor stock positions.

· Monitoring operation in sales and submitting report to Manager.



	Accountant – Dharani Finance Ltd

· Maintained financial records, branch accounts and general books of accounts.

· Analyzed financial information to prepare accurate entries in detailing assets, liabilities and capital and compiled all business transactions.

· Responsible for timely disperse of expenditures, encumbrances, receipts and accounts receivable.

· Summarized and interpreted current financial position of the company & discussed improvements. 

· Monitored compliance with generally accounting principles and company procedures.

· Processed and reconciled fixed, cumulative and recurring deposits accounts in monthly basis and closure activities of such accounts.



	Accountant – M.R. Engineering Construction

· Drafted working contract both certified and uncertified accounts.

· Prepared timely distribution of payroll for the construction workers and tender quotation.

· Installed and modified coordinate systems and accounting control procedures.

· Conducted research and recommend changes for improving organization’s accounting operation.

· Collected appropriate data and prepared federal, state and local reports.

· Submitted claim statement for work completed.



	Accountant – Shilpa & Co. Madras

Fully responsible for purchases and sales order from clients for shares and debenture.  Execute order through authorized representative to stock exchange of India with provided confirmation to client.


	PROFESSIONAL COURSES

	· Completed Course in MS Office (Word, Excel, PowerPoint, Outlook Express) & Windows XP

· Proficient in accounting package such as FoxPro, Peachtree, Tally 5.4./6.3 & Cobol System.


	PERSONAL DETAILS

	         Nationality: Indian
                                Marital Status: Married  

      Visa Status: Employment Visa                         Languages: English, Hindi, Tamil & Malayalam

	REFERENCE

	Available upon request
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