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PREM 
E-mail: 
· " 
prem.377162@2freemail.com 

Contact No : +971504753686 / +919979971283
 

CAREER OBJECTIVE:
Looking for a challenging and demanding position as Accountant in an Electro-Mechanical Engineering/Consulting/Contracting/Construction/Trading/Manufacturing organization to render professional skills and add value to organizational growth and objectives.
ACADEMIC QUALIFICATION:

· Bachelor of Commerce (B.Com) from Kerala University, India. Year of Passing April-2005
· Vocational Higher Secondary (Accountancy & Auditing) from State Government of Kerala, India. Year of Passing – April 2001.
· S.S.L.C from State Government of Kerala, India. Year of Passing - March 1999.
WORK EXPERINCE:
Worked as an Accountant Zener Steward Electromechanical LLC, Dubai from July 2014 to till date.

Responsibilities:  

· Preparation of Payment Vouchers.

· Preparation of Receipt Vouchers.

· Preparation of Journal Vouchers.

· Preparation of Purchase Journal.

· Preparation of Bank Debit Voucher.
· Preparation of Bank Credit Voucher.

· Preparation of Bank Reconciliation Statement.

· Preparation and updating of Cash/ Bank Book.

· Preparation and Follow Up of TT(Telegraphic Transfer) to Suppliers and adjusting in the Books of Accounts.

· Preparation of Cash Flow Statements.

· Preparation of Goods Receipt Notes (GRN) and posting to System.

· Realization of PDC to PV’s.

· Preparation of Utility Bills (Dewa, Etisalat, Emarat etc..)
· Preparation of Salary of Employees through WPS System.

· Preparation of Leave Salary, End of Service Benefits as per UAE Law.
· Reconciliation of Suppliers Statements.

· Preparation of Inter Company Reconciliation.
· Preparation of Debit Notes and Credit Notes.

· Filing of Documents in a timely Manner.

· Arrange & Submit Signed Cheques / Documents.

· Keeping of Petty Cash.

· Preparation of Sales Invoices for Client’s and registering invoice details into system.

· Preparation of Debtors Aging Analysis Reports.
· Preparation of Creditors Aging Analysis Reports.

· Preparation of LC Documents and other follow Ups.

· Preparation of Guarantees and other follow ups.

· Preparation of Various Provisions.

· Liaising with Bank Persons to open an Account with newly joined employees.

· Telephonic Conversations with Suppliers regarding the Payments.

· Preparation of Cheque Requisition Sheet as per the Order of the Finance Manager.

· Arranging attachments to make a Cheque to Suppliers.

· Depositing Cheques in to Bank.
· Coordination of HR Department regarding any doubts in Staff Salary / Settlement.

· Preparation of Various Reports as per the order of the Finance Manager.

· All other duties assigned by my Superiors.
Worked as Accountant/ Payroll Accountant in General Construction Company W.L.L., Abu Dhabi from October 2007 to May 2014.

Responsibilities:  

· Registering and Entering of Suppliers Invoice in the Books of Accounts
· Preparation of Labour and Staff Salary through WPS System.

· Preparation of Labour’s overtime.

· Preparation of Leave Salary, Service Benefit for the order of the Top Management.

· Preparation of Payment and Receipt Vouchers.

· Updating of supporting documents to issue a cheque to the Suppliers.

· Filing of All Invoices in a timely manner.

· Attending the Telephone Enquiries by the Suppliers Regarding their Payments.

· Preparation of Petty Cash Book.

· Updating the Suppliers Accounts.

· Checking of Suppliers Delivery Notes and another follow ups.

· Tracking of Suppliers Payments within the Credit Limit time.

· Preparation of Suppliers Cheques as per the Instruction of the Chief Accountant within the credit limit time.

· Preparation of Insurance details and submits to Abu Dhabi National Insurance Company (ADNIC) in every month.

SOFTWARE SKILLS:

· MS Office (Word, Excel)
· Oracle (Citrix).

· Microsoft GP.

· E-Promise.
PERSONAL PROFILE:
Gender


: Male
Marital Status

: Married.
Date of Birth

: 30 May, 1984
Nationality

: Indian

Language Known
: English, Hindi, Tamil & Malayalam.
DECLARATION
I hereby declare that the above furnished information is true and correct to the best of my knowledge.

        PLACE:  DUBAI                                                                                      PREM 

SIGNATURE

2

