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As an accounting & finance professional, with 11 years’ experience, seeking to work in an accounting position with a reputable firm so as to further increase my knowledge of accounting to contribute to the company by applying my skills & knowledge of accounting & finance.
Profile at a Glance:
· Expertise in day-to-day accounting transactions.

· Proficient in preparation of cash & bank reconciliation.
· Proficient in preparation of payroll.

· Expertise in payables and receivables management.
· Creating MIS Reports & Company Balance Sheet.

Employment profile

AL TADAMUN GLASS & ALUMINIUM Co. L.L.C., Abu Dhabi, U.A.E
Accountant (April 2013 to Till Date)

Company Profile: Lebanese Company established in 1989, As One of the leading company under the group of Commodore Contracting Co L.L.C, which is in to the business of aluminium windows doors, curtain walls of all types, aluminium composite cladding and aluminium/stainless steel railing. 
Nature of Work:

· Handling day-to-day accounting transactions.

· Generating Sales Invoice and Delivery Notes. 

· Cash & Bank Reconciliation Statement, i.e. Inward & Outward statement.

· Vender Reconciliation Statement, Client Reconciliation Statement.
· Client & Vender Interaction & making follow-up for Payments.

· Preparing staff salary by monitoring their leave records and daily attendance, organizing monthly salary transfer instruction monitoring its confidentiality and taking approval from chief. 

· Preparation of staff’s leave salary, gratuity and end of service benefits.

· Preparation of various MIS report such as monthly profit & loss account and balance sheet.

· Petty Cash Management & Cash book Reconciliation.

· Making Reports as per the Management Requirement.

· Follow Up with the Local Bank for Banking Transactions.

· Preparation of Cash & Bank Payment.
· Monthly Job Allocation.
· Handling of Letter of Credit, Bills Payable, Trust Receipt Loan Requests.

· Checking the Invoices are properly attached with the supporting documents and ensured that they are in accordance with the policies and procedures and posting on the company books.

· Making receivables and payables report in detail & follow-up 

THINET EMIRATES L.L.C., Abu Dhabi, U.A.E
Accountant (Nov 2008 to March 2013)
Company Profile: French Company established in 1994, which is in to the business of building and civil engineering Contracts. Major constructions of the company are Al-Wahda Mall in Abu Dhabi, Al-Tayeb Cold Stores in ICAD, Extension of Madinat Zayed in Abu Dhabi and building material city phase 1 at Mussaffa, Abu-Dhabi.

Nature of Work:
· Handling day-to-day accounting transactions.

· Preparation of cash and bank payments 
· Responsible for monthly payroll processing and disbursement.
· Reconciliation of accounts (with banks, suppliers, debtors, creditors) and preparation of the reconciliation reports.

· Maintain, track and Schedule the fixed assets of the firm.

· Follow up outstanding dues and streamline disbursement procedures.

· Monitor employees’ leave and loan records.

· Preparation of Employee’s Leave Settlement & Final Settlement Calculations.

· Verifying expense reimbursement with supporting documents and ensured that they are in accordance with the policies and procedures.

· Closing of monthly transactions, passing necessary journal entries.
· Checking the Invoices are properly attached with the supporting documents and ensured that they are in accordance with the policies and procedures.
· Preparing Debit Notes to the Third Parties.
· Preparing Profit & Loss A/c & Balance Sheet

· Assisting HR Department in entering the Time Sheet on the Payroll System, Preparing & Issuing Various Certificates to the Employees,.
· Setting up and maintaining an employee’s personnel files, Authorizing and issuing pay-slips.

· Making sure that all employee records are accurate and well maintained.
· Assisting Secretary in Answering Phone Calls, Preparing LPO’s related to business trips.
· Assisting Document Controller in Preparing Log for Incoming documents from clients and contractors, make sure that they received relevant documents and make sure copies of relevant documents/ certificates are held.

· Maintaining and updating the database and also manual filings. 

· Maintaining paper & Electronic Files (Organizing, Following up daily routine data and paper)

SHRIRAM TRANSPORT FINANCE CO.LTD, Mangalore, India
Assistant Executive (May 2007 to Oct 2008)

Company Profile: Shriram Transport Finance Co. Ltd, India’s Largest player in Commercial Vehicle Finance, was established in the year 1979. STFC is the flagship company of the Shriram Group which has significant presence in Chit Funds, Consumer Durable Finance, Life Insurance, General Insurance, Stock Broking, Property Development, Project Engineering, and Wind Energy among others. 
Nature of Work:

· Handled day-to-day accounting, cash and bank transactions.

· Preparation of  Proforma Data Sheet
· Responsible for preparation of Bank Reconciliation Statements & Schedules.

· Responsible for Shriram Axis Bank Co-Branded Credit Card.

· Disbursement of Loan No.

· Preparation of before, after seizing & correspondence letters.
· Monitored hirer’s loan records.

PAVANA HOTEL PVT LTD, Bangalore, India 
Accounts Assistant (Oct 2006 to April 2007)

Nature of Work:

· In charge for cash and bank transactions
· Handled bank reconciliation.

· Stock records maintenance and managed payables and receivables of the firm.

· Responsible for book keeping of daily stock transactions.
· Responsible for data entry, invoice generation and voucher maintenance.
educational qualification
· B.Com from Mangalore University, 2006
· Post-Graduation Diploma in Computer Applications

Computer Skills:

· Operating Systems: MS Word, MS Excel
· Accounting Packages: UNO (Unlimited Non-Banking Operation), Focus, Tally, PIMS Payroll System, Visual Dolphin G & L System and Visual Dolphin Job Costing System.
Personal information
· Date of Birth

:
30th May 1985
· Nationality


:          
Indian
· Religion


:         
Hindu

· Marital Status

:           Single
· Visa Status

:
Employment Visa (Transferrable)

· Languages Known
:           English, Hindi, Kannada, Tulu

Strength:

I am a self-starter and a fast learner. Hard work and focus to learn new things has always kept me moving ahead with success.

Declaration

I hereby declare that all the details furnished above are true to the best of my knowledge and belief.
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