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OBJECTIVE
EXPERIENCE
To seek a challenging position, that could make a notable contribution in helping the organization achieve their business objectives. Intend to build a career with a leading organization having a hi-tech environment with committed and dedicated people, which will help me explore myself fully and realize my potential.
SKILLS
· Multitask and prioritize simultaneous programs under tight deadlines.
· Work in multi-cultural environment.
· Oral and written communication
· Work individually with minimal supervision.
· Proven ability to quickly learn and utilize new methods, systems, and procedures in the organization.

ACCOUNTANT • BOODAI TRADING COMPANY LLC - DUBAI • SEP 2014 – MAR 2017
· Maintaining contract information of employees, collecting time sheets and punch cards, entering working hours in payroll software.
· Preparation of Monthly Payroll & Overtime Schedule & transfer of salary through Wage Protection System (WPS).
· Preparing cheque requests, sort and match invoices and cheque requests, process cheque requests by getting approval from management.
· Support for timely informing and recovery of outstanding   receivables.
· Maintaining of Petty Cash.
· Preparing and maintaining of Bank Reconciliation Statements.
· Preparing and recording of foreign purchase costing by analyzing suppliers’ invoices with LPO & GRS and keeping track to make timely payment by taking approval from management.
· Reconciling/Scrutinizing of general ledger, store ledger, receivable/payable ledger on monthly basis.
· Monitoring the day to day recording of transactions and preparing reports and sending to Senior   Management.
· Co-ordination and supervision of perpetual physical stock verification.
· Co-ordination with Internal / External Auditors for annual audit.
· Preparing of LC’s and submitting to the bank, tracking for the shipment and monitoring & reporting the due date for settlement.
ORDER PROCESS ASSOCIATE (A/R) • DELL INDIA PRIVATE LTD - BANGALORE• JAN 11 – JAN 14
· Validation of initial Price quotation and co-ordination with Sales Team for processing the various Dell Systems and service orders.
· Co-ordination and follow up on the complete Order process from the preparation of initial Quote till finalizing the Confirmation Quote to Customers.
· Validation of Purchase Order and the Final Quotation in the Company specified Tools.
	COMPUTING SKILLS

· Office tools: MS Office [all versions]
· Accounting Software’s: Tally
(All Versions), Peach-tree, QuickBooks, JDE Oracle, ERP.
· System Software’s: VB,
Oracle
· Web Designing Tools : HTML
· Photo Editing: Adobe Photoshop
	· Co coordinating and follow up with Sales Team for Purchase order
related queries.
· Preparing Invoice and Following up for collection of outstanding debtors
· Checking the LPO and getting clarifications from customers and initiate the Documentation Process with Docs Team.
· Following up with Finance Team and Sales team with regard to various queries related to Tax and Duty exemption  documents.
· Following up with Pricing Desk for the Final Approval Process.
· Performing Pre Audit Quality Checks for the Purchase Orders raised by Sales Team.
FINANCE/ADMIN EXECUTIVE • DRYDOCKS WORLD - DUBAI • JUN 06 – MAR 10
· Responsible for maintaining accounts related documents and Payroll related activities for 400 employees.
· Maintaining contract information of employees, Collecting time sheets and punch cards, Entering working hours in payroll   software
· Calculation of bonuses, commissions and deductions for employee benefits
· Clarifying various doubts raised by employees regarding their salaries and resolving payroll discrepancies by collecting and analyzing information
· Keeping track of vacation time, personal leave and sick days for each employee
· Preparation of Monthly Payroll & Overtime Schedule & transfer of salary through Wage Protection System (WPS).
· Maintains payroll operations by following policies and procedures; reporting needed changes
· Maintains employee confidence and protects payroll operations by keeping information confidential
· Looking after their Medical, Passport, visa etc.
· Assisting in Recruitments & Promotion and keeping contact with recruiting agency in India for manpower need.


· Booking the tickets of employees according to their vacation as approved and keeping track of it.
ACCOUNTS EXECUTIVE • R.K LATEX PVT LTD, GENRAL KURIES & LOANS PVT LTD, ACE COMPUTER CENTRE • DEC 02 – JUN 06
· Maintaining Cash book and Bank Book
· Preparation of Invoices , Delivery notes, Daily Reports & Stock register
· Co-ordination and supervision of physical stock verification
· Evaluating gold value against pledge.
· Assisting in Finalization of Accounts
EDUCATION
B.COM •MAY 2001 • CALICUT UNIVERSITY, KERALA, INDIA
TECHNICAL KNOWLEDGE
· Post Graduate Diploma in Computer Application (PGDCA) from Chinmaya Mission Computer Centre, Thrissur, Kerala, India
· Completed Diploma in Basic Financial Accounting (DBFA) from Datapro Computer Education, Wadakkanchery, Thrissur, Kerala, India
PERSONAL DETAILS
Date of Birth
: December 6, 1980
Nationality
: Indian
Languages Proficiency
: English, Malayalam, Hindi Driving License
: Valid UAE Driving License
Visa status
: Resident [Valid till 31-08-2018]
Availability
: Immediate
