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Team spirited, accurate, enthusiastic & ability to work under pressure.
Period



: August 2013 – Till date
Company


: Dubai Express Exchange, Dubai
Designation


: Branch Manager

Job responsibilities:

Accounts Payable: Accounting of all the invoices after obtaining the supporting documents & approval from the General Manager.

Monthly banks & all other accounts reconciliation.

Fixed Asset accounting, Maintain Fixed Asset schedule & calculate Depreciation.

Weekly Cash Flow Projection.

Month end & Year End Closing of books & reporting to the Management.

Coordinate with bank for any bank related issues. 
List of Bank Guarantees & applying for the new or renewal.
Providing monthly MIS Reports to the Management

Arranging for company Audit & coordinating with external Auditors.

Performing other tasks as & when assigned.

Performing other Managerial related tasks

Period                        : December 2006 to March 2009
Company                   : Ultra Care LLC, Dubai.
 Designation                : Admin and Accounts Executive.
Job responsibilities:
 Responsible for depositing & issuance of cheques  & keep  track of PDCs issued & received, T/R maturity, loan installments  so as to  give exact cash flow position to the Management.
Liaison with the banks to get short term loan, vehicle/ housing loan, Bank guarantee, O/D facility, L/C facilities, T/R facility.

Administrative:
Helping the management in recruiting people. 
Responsible for making his/her employment visa. 
Maintaining records of all employees files & passports & time to time renewal of their Health cards, Labor cards, passports & make insurance claim whenever accidents occurs . 

Keeping track of company’s vehicles insurance dates, registration dates & renewing them before it expire. 
Keeping control of petrol/diesel consumptions & maintenance costs. Keeping track of vehicles movement.

Arranging Visas, Air tickets & make hotel bookings for company staff / guests on business tours. 

Keeping record of company’s Industrial license, trade license, chamber of commerce, memorandum of association, tenancy contracts of the factory, office & staffs/laborers accommodation, contracts with suppliers & renewing them in time to time.

Accounting: 

Preparation and Follow up of Bills receivables after invoicing to debtors, conducting ageing analysis with an aim to keep receivables under control.

Ensuring that all payments are made to suppliers within the stipulated time frame and managing accounts payable within the pre-set parameters.

Computing salaries / other allowances of employees; making reimbursement of Medical, Travel & various other expenses incurred by employees

Input of the accounts data in Tally 9.0 version for the finalization

Reconciliation of bank statements. 
Period:                       : September 1997 to July 2006 .
Company                   : Al Badayer General Trading, Dubai
Designation             :Chief Account
Job Responsibilities:

Reporting to General Manager.
Drafting and preparation of import letter of credits in line with the agreed terms and transit periods and legalization requirement.  Issue of purchase orders.

Follow up of shipments and documents with the suppliers for control / nil demurrage by monitoring and keeping track of date of shipments and date of arrival.

Custom clearance.  Submission of documents to the customs and to the transporter for transportation to the warehouse and monitoring the receipt of the same

Reconciliation of Bank accounts, Trust receipt accounts, acceptances, Sundry Debtors,                Sundry Creditors, Stock Reconciliation and Inventory Control
Handling bank books and general ledgers.
Computer SKILLS: Good Computer Skills, expert in MS Office ( Word & Excel ), Tally 9.0 ( an accounting package ), Internet & emails.
Experience in India: 

	Company:
	M/S.Nirlon Ltd., Mumbai.

	Tenure:
	August’81 to December’95

	Designation:
	Accountant and Store Supervisor.



Job Responsibilities: 

To prepare the reports related with inventory.

To co-ordinate with Govt. Departments(Central Excise, VAT system)

Responsible for Purchase and Stores operations.  Organize tenders, supervise the Asset Control System.

Provide timely materials to different departments and ensure optimum utilization of resources. 

Liaise with regional Sales office on their monthly sales and prepare consolidated report for all the regional offices.

Review debtors aging and monitoring remittance from debtors

Responsible for all back office management functions, including employee relations.

	Educational Qualifications:



	Bachelor of Science
	Main Subjects: Mathematics, Physics, Statistics

	Export and Import            
	With Indo – American Society, Mumbai.

	

	
	

	Personal data:                                                      


	

	Nationality:
	Indian

	Marital Status:

Date of Birth

Languages known:

Hobbies: 


	Married

30.9.1958.

English, Hindi, Kannada

Reading, Listening to Music.




