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Objective: A suitable career as an Accountant where my experience & education will have valuable application.
PROFILE IN BRIEF:
· 5 Years working experience in Dubai as an Accountant in a Trading Company from 20th April 2012
· 2 year 10 month experience in Accounts  in Qatar 

· 6 years experience in Accounts  in India
· Hold a Bachelor Degree in Commerce (B. Com.).

· Good knowledge on Tally, Peach Tree, MS Office Applications
· Detail-oriented, efficient & organized professional with an extensive experience in accounting systems.

· Excellent written & verbal communication skills.

· Energetic & self-motivated with a high degree of cultural sensitivity.

· Can work under pressure & meet deadlines. 

WORK HISTORY

·   Worked as an Accountant in a Trading Company “Velocity Intl. General Trading Llc” Dubai from March 2015 to march 2017
·   Worked as an Accountant in a Trading Company, “Pet Corner Trading LLC” Dubai from April 2012 to December 2014.
·   Worked as an Accountant in a Construction Company, “Rako The Engineering, Contracting and    General Trading Co.WLL, Doha - Qatar, from 12th February 2009 to 10th May 2011, after that worked in a Three Star Hotel, “Addar Hotel”, till 30th November 2011 under the same management.
· Worked as an Accountant in a Construction Company “Travancore Builders” Cochin, from 15th November 2005 to 31st December 2008.
·      Worked as an Accounts Assistant in ‘The Surya’ Luxury Hotel, Angamaly – Cochin from
                  15th July 2003 to 14th November 2005.

JOB PROFILE – Accounts
· Perform daily accounting transactions such as creating & posting vouchers.

· Accurately record transactions like PV, RV, JV, Chq. Etc.

· Ensure appropriate documentation for all transactions.
· Prepare Monthly sales report of the firm.

· Prepare statement of account for submitting to various companies for collecting pending bills.

· Maintain Accounts Receivable & Payable ledgers, checking, verifying and posting supplier invoices.

· Prepare Statement of account, fully reconciled & supported with relevant and approved documents.
· Prepare monthly / weekly and other periodical financial reports 
· Ensure appropriate approvals prior in all type of payments like imprest, advance, utilities, rent, fuel, suppliers & other cheques, etc.

· Prepare payroll: checking time sheet and preparing individual and consolidated payroll sheet based on monthly attendance report.

· Review and confirm payroll related calculations including deduction, staff benefits etc.

· Bank reconciliation and reconciliation of debtors and creditors.

· 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  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.

· Generate income statements and prepared balance sheets, general ledger reports.

· Reconciliation of Supplier Accounts, Customer Accounts and GL Accounts.

ACADEMIC PROFILE

·    Bachelor Degree in Commerce (B. Com.) Calicut University, India

COMPUTER SKILLS

· Computerized Accounting (Tally , Peachtree, Excel) 

· Proficient in all MS Office applications Well-versed with Internet & E-mail

PERSONAL PROFILE

Nationality

:
Indian

Date of Birth

: 
03.05.1979

Status


:
Married 

Place of issue

:
Cochin

Languages

:
English, Hindi, Malayalam & Tamil
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