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E-MAIL:
SHEBY.375297@2freemail.com
PRESENT ADDRESS:
Dubai – U.A.E
PERSONAL DATA:

Date of Birth: 23 June 1981
Sex                  : Male

Nationality     : Indian

Marital Status : Married
Religion          : Christian

Languages      : English,Malayalam, Hindi & Tamil

Strengths       : Optimistic , Good Communication Skill
PASSPORT DETAILS:

Date of Issue : 05 / 08 /2012
Date of Expiry :04 / 08 /2022
Place of Issue : Dubai
DRIVING LICENSE DETAILS:
Date of Issue : 25/7/2010
Date of Expiry : 25/07/2020
Place of Issue : Dubai
VISA STATUS:

Spouse Sponsorship

	PERSONAL SKILLS
· Ambitious and always keen to do well. 

· Excellent verbal and written communication skills, Ability to deal with people diplomatically, willingness to learn, Team facilitator, Comprehensive problem solving abilities. 

· Capable of remaining focused even in adverse situations, self-motivated, well disciplined, responsible and dedicated to professionalism. 

· Take up responsibilities with the assurance of putting the best and consistent efforts to come up with effective results. 

· I insist on getting the job done and work for efficiency and effectiveness. Being a fast learner, I can quickly adapt to the surroundings, which a new job offers.
EDUCATIONAL QUALIFICATION
· M.Com – Finance M.G.University ,Kottayam (2003-2004)
· B.Com - Co–Operation M.G.University,Kottayam (2000 – 2002)
· DISM – Diploma in System Management  (2001 – 2002)
Aptech Computer Education Thiruvalla
COMPUTER PROFICIENCY
· Certified in MSOffice (Advanced), 
· Accounting Package Tally 7.2, ERP Oracle - IFS
    


                                                                        SHEBY         
PREVIOUS EXPERIENCE
Company's Name: WILHELMSEN SHIPS SERVICE [Norwegian shipping Group)
Duration: 01st July 2008 to 31st March 2017
Designation:  Senior Accountant – Accounts Payable &Treasury
Job Responsibilities: 
· Verify that payable transactions comply with financial policies and procedures.
· Monitor accounts ageing to payments are up-to-date.
· Reconcile vendor statements, research and make corrections of discrepancies. 
· Prepare intercompany supplier payments with coordination of Branch Accountants.
· Timely booking of supplier invoices.

· Match off supplier payments accurately and clean up maximum unclaimed and disputed invoices.

· Arrange payable/receivable payments under guidance of credit control departments.

· Prepare and arrange supplier reconciliation statement for auditors.

· Prepare and arrange suppliers balance confirmation for auditors.
· Prepare Quotation for clients on the basics of verified vendor’s quotation.

· Prepare payments after verifying supporting documents, and timely disbursements.
· Handling bulk money i.e. AED, USD, EURO, POUND STERLING etc.
· Calculate dollars denominations and arranging dollars from Exchange Houses with envelope for Ship Masters.
· Calculates training and business travelling expenses for managers.
· Process the reimbursement with verified supporting documents.
· Arranging various overseas bank transfers under screening of  OFAC (office of Foreign Assests Control) compliance (www.lexisnexis.nI)
· Prepare bank transfer for salaries and EOSB (End of service Benefits) under guidance of Administration / Payroll department.
· Checking of cash and cheques from various Collections points.
· Arrange cheque deposits and bank transfers before Central bank UAE cutoff time.
· E-net  Bank Payment – Remote cheques printing for branches

· Handling various Online banking i.e. Mashreq/Citibank/HSBC/ENBD/Danske/NordeaUK
· Daily monitoring all banks accounts and maintain bank balances (Cash Inflow/outflow).
· Bank reconciliation on Monthly basis
· Administer all banks transactions and oversee data recording procedures monthly.

· Assist departments in accounts reconciliation process on monthly basis.

· Prepare Monthly Invoices to Inhouse companies. 
· Coordinate, Monitor or Supervise the employees finance related needs and quires

· Maintain daily Cash book.

· Prepare daily cash closing report and forward to Treasury Manager / Finance Manager Approvals.
· Upload and submit Month End bank balance reports to company’s regional Treasury team.

· Prepare and arrange Bank balance confirmation for Auditors.
· Arrange bank guarantees  i.e. Shipping Guarantees / Labour Guarantees
· Manage and maintain finance related programs and documents inclusive of future plans and programs.

· Provide support to safe keeping of internal expenses in company.
· Track with each and every treasury activities in a proper system.
PREVIOUS EXPERIENCE
Company's Name: ARCH PRINTING PRESS LLC

                               P.O.Box: 33570 Sharjah U.A.E

Duration: 10th September 2006 to 30th June 2008
Designation: Accountant Clerk 
Job Responsibilities: 


            Daily accounting Procedures, Maintaining cashbook, Petty cash book, Preparation of Suppliers Registers, Monthly Sales Statements, Total Receivables, Total Payables, Preparing Cheques for suppliers, Bank Reconciliation ,  Scrutiny of Daily Transactions , Drafted Quarterly and Annual           Financial Statements, Drafting Monthly Statement of Accounts , Follow up for Outstanding receivables, Preparing Final Accounts, Preparation of Computerized Accounts, Responsible for all basic accounting functions coordinated distribution of invoices and classified transactions, Vouching &Verification of receipt vouchers and payment vouchers, Reconciled various expenditure reports to source documents,Checking and reviewing the Local Purchase Orders (LPO),Delivery Notes, Price agreements with the suppliers.
Company's Name: THE PUSPAGIRI MEDICAL COLLEGE HOSPITAL

                               Thiruvalla, Kerala, India – 689101

Duration: 1st May 2005 – 30th August 2006
Designation: Accountant cum Cashier 
Job Responsibilities

Daily accounting procedures, prepared routine entries and posted financial transactions assisted in prepration of financial statements, maintaining cashbook, prepration of computerized accounts, Checking of IP & OP Bills. Counting Cash Daily attach with denomination and Daily Computerised cash statements to the payments departments, Sort out each and every billwise transaction, Checking Charity Fund Transaction.
Company's Name: ST.GREGORIOUS MISSION HOSPITAL & DE-ADDICTION CENTRE
                               Parumala, Kerala,India
Duration: 15th January 2005  – 15th April 2005
Designation: Accounts Trainee 
Job Responsibilities

             Handling day to day accounting procedures, preparation of cash & petty cash books, journal, ledgers and final accounts. Maintaining Supply registers, ledger posting and filling up of government forms like PF, profession Tax etc. 
AREAS OF INTEREST:
Finance, Marketing, Logistics, shipping operations, Internal Auditor & Administration and Sales
DECLARATION:
 I do hereby declare that all the above-mentioned details are correct to the best of my knowledge and belief. 

 I bear the responsibility for the correctness of the same.
Place: Dubai
Date: 18/12/2017
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