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Mr. SATHEESH 

Dubai, UAE.
Contact: C/o 971504973598; Email: satheesh.377405@2freemail.com    



Satheesh 
Asst. Manager – Finance Dept.
Dubai, UAE.
Dear Sir / Madam,

This is my modest request to you to consider my mail as an application for Accounts & Finance position in your esteemed organization. 

Offering experience of 10 years in Finance & Accounts Management, with highest qualification as Masters Degree in Commerce (Specialization in Finance). 

At this stage I find myself to be groomed enough to look outward and explore the possibility of placement at a suitable professional position with higher responsibilities. A tour through my enclosed resume shall familiarize you with the details and I am confident, in my credentials, you would find a perfect fit for the said job. Thanks in advance for sparing your time.

I would be much appreciating a call for personal interview.

Yours sincerely

Satheesh 
SATHEESH 
Contact: C/o 971504973598 ; Email: satheesh.377405@2freemail.com     Visa Status: Residence Visa

Assistant Manager-Finance: 
Seeking a creative, competitive, challenging and growth oriented position in Accounts & finance department enabling me to use my potentials effectively. To work in a challenging environment where I can productively contribute to the organizations success and take advantage of the skills and potentials. Would like to take up challenging responsibility which would give scope to improve & excel by hard work and determination and to be a member of a professionally managed organization, which provides challenging opportunity for my growth as well.

CAREER SKETCH (Highlights)

· Currently spearheading efforts across MAB Group of Companies-Dubai, U.A.E
· Significant experience of 10 years and currently designated as a Asst. Manager – Finance, Banking Facilities & payroll. I have involved in various domains such as Financial and Business Analysis; Bank reconciliations, Accounts payable, Salary Payroll Management, monitoring banking transaction, preparing daily cash flows, monthly budget, annual budget, , Invoicing and Accounts Finalization.
· Monitoring General Accounts, Vendors and Suppliers, Customers & Clients, Bank Related Cash Flow, Payroll, Petty Cash, Budget & Forecast, Office Administration, Audit and resource balancing skills with ability to handle multiple functions and activities in high pressure environments. 

PROFESSIONAL EXPERIENCE

MAB Group of Companies , United Arab Emirates, since July 2007

Total Years of Experience
: 
10 Years
Organization 


:  
MAB Group of Companies

i. Organization 
:  
MAB Group of Companies
Position
:
Assistant manager –Finance 

Tenure

: 
From January ‘2015 – Present
ii. Organization 
:  
MAB Group of Companies
Position
:
Internal Auditor

Tenure

: 
From January ‘2010 – December ‘2014
iii. Organization 
:  
MAB Group of Companies
Position
:
Chief Accountant

Tenure

: 
From July ‘2007 – December ‘2009
MAB Group with 13 subsidiaries & spread over 7 countries. Consist of;

MAB International Services LLC- 

Dealing in supply, installation and maintenance of CCTV & Security Surveillance Systems, networking & IT infrastructure etc.. in the UAE.

 MAB International General Trading LLC 

Supply chain management which source procure and deliver a wide array of products to satisfy the needs of multiple verticals such as Oil & Gas, Defense, Construction, Government institutions and NGOs.

MAB General Maintenance LLC

Facilities Management - Construction & Contracting Services, Handling MEP projects, Building Construction & maintenance, Interior Decoration Works etc.. in the UAE market & Africa.

MAB Middle East LLC

Technology Distribution-Supply & Installation of IT Products in the UAE Market.

MAB Oilfield Engineering Solutions

Design & Engineering of Oilfield related equipment, pipes etc..

Al Madan Al Baraaq Metallic Construction Industries LLC

Fabrication of metal works. 

General Accounting:
· Handling accounts, banking & finances of Various Groups of Company.

· Monitoring and approving of inward and outward orders.

· Priorities, monitor and allocate funds as per requirements

· Monitoring of Overdue receivables and to take necessary arrangements for debts recovery.

· Forecasting of expenses and budgeting of fund requirements.

· Checking the accuracy of all Invoices / Memo / Vouchers (Cash/Debit sales, Cash / Credit purchase, Expenses, Receipts & Payments).

· Accurate and timely accounting and posting of entries for supplier payments, travel expenses and other overheads.

· GL Maintenance, Reconciliation of Bank Accounts, passing necessary entries for month end closing of books of accounts.

· Project Analysis and Reporting of variations which useful for Sales Meeting.
· Internal Audit & Reporting to Management.

· Preparation of final accounts for submitting to Auditors.

Payroll Management:

· Good knowledge of Payroll Management (Attendance, Time Sheet, Leave Reports, Employee masters, Pay head settings, Pay head Earnings, Pay head deductions, etc.).

· Timely Disbursement of Staff & Management Staff’s Salary and Workers Wages through Wage Protection System (WPS).

· Arranging Cash, Checks & Fund Transfers required and get it approved from Top Management and submit the same to the Bank & Financial Institution for Salary transfer.

· Processing of employee expenses and reimbursements thereof.

· Computes wages, bonus, incentives, allowances, commissions, leave pay and gratuity payments.

Financial Accounting:
· Preparing the MIS Reports, Personal Files, Cash & Fund Flow Statement, Balance Sheet, and other financial reports to keep track of financial performance.

· Applies principles of accounting to analyze financial information and prepare financial reports.

· Audits contracts, orders, and vouchers, and prepares reports to substantiate individual transactions prior to settlement

· Update and maintain accounting journals, ledgers and other records detailing financial business transactions (e.g., disbursements, expense vouchers, receipts, accounts payable).

· Compile data in MS Excel make receipts and prepare a variety of reports.

· Reconciles records with inter-company ledgers and enter GL transactions.

· Making monthly salary and commission statements of Sales executive and Update and maintain accounting journals, ledgers and other financial records detailing financial business transactions.

· Excellent in handling, Financial Statements, General entries & financial system.

Banking:

· Banking Transactions including handling of Letter of Credit, Trust Receipt, Bank Guarantees, Bill Discounting, Collection documents and Coordinating with Trade Finance and Relationship Managers at various banks in the UAE.
· Monitoring Banking transaction, preparing daily cash flows and arranging of funds where needed.

· Performing daily collection of cash or cheque from clients & depositing into the bank.

· Conduct Bank reconciliations, maintaining all the documents related to bank and transfer entries.

· Contact the bank for the financial related issues.

· Perform accounting of all Payment & Receipt vouchers, such as bank payments, receipts and reconciliation of all bank accounts. All Cheque details (PDCR / PDCP).

· Accountable for regular clearing of statutory dues & period expenses of Banks and other Financial Institutions.

Budgeting & MIS Reports:
· Preparing Annual budget, monthly cash budget and analyzing at the end of specified periods.

· Deftly handling the financial reporting process by providing periodic financial data on an accurate and timely basis. This includes providing data and reports for analysis and completing research on variances to plan, prior year, and forecasts to functional management.

· Involved in Financial Planning and Forecasting, handling the fiscal year planning process by providing historical data and trend information for review.  Inputs plan into firm’s planning system and distributes final plan to functional management.

· Preparing periodic reports and system downloads for further review by top Management, statement of Cash-in-flows and Out flows, as well as various ad-hoc reports as needed.

· Preparing Sales forecast, maintaining salespersons monthly invoice details, preparing and releasing salespersons commission periodically.

· Good knowledge of MIS reports includes Accounting Reports, Inventory Reports and Payroll Reports.

Auditing:

· Provide necessary information and explanation to auditors for the auditing of accounts of the company; assist the audit staff for interim audit etc.

· Preparation of various schedules as required by the Auditors during Interim / Final Audits. Proper filing & documentation of all invoices and documents.

 Job Costing:

· Reports projects collection status on monthly basis, show variances and comparison between actual and projected.

· Monthly and daily check of all jobs to ensure revenue generation.

· Job account reconciliation with the budgeted profit and actual profit of each job and closing the job accounts.

Team Management:
· Organizing, motivating and leading the Accounting team for smooth operations.

· Monitoring the combined performance of the team and ensuring that everyone reaches their targets.

· May direct and coordinate activities of other accountants, assistants & trainees performing accounting and bookkeeping tasks.

· Coordinating with other Department Head & staffs for the smooth functioning of Day to Day activities.

Previous Experience
	From Nov 2004 till June  2007
Company: Jose & Hemachandran Chartered Accountants(Trivandrum, Kerala, India)

	Designation: Audit Assistant & Accountant.




EDUCATIONAL CREDENTIALS

· Master Degree in Commerce – Specialization in Finance.

University of Kerala (2003-2005)

· Bachelor of Commerce- Specialization in Co-operation.
University of Kerala (1999-2002) 
TRAINING UNDERGONE

· Audit Officer – 

Jose & Hemachandran Chartered Accountants –Traivandrum, Kerala, India (2004-2007)

PERSONAL SKETCH
Nationality: Indian 
Date of Birth: 3rd May 1982

Driving License:  (UAE) 
Linguistic Proficiency: English, Hindi, Malayalam & Tamil 
Marital Status: Married

Welfares:

· Honesty, sincerity and commitment are my core values.

· High execution skills (of tasks and projects) and hardworking towards objectives.

· Believes in building relationships and respect and adapts easily with any team.

· Dedicated and highly ambitious to achieve personal as well as the organizational goals.

· Ability to learn New Technology quickly and a Quick learner.

· Disciplined, Self-motivated, Flexible, Committed and Consistent with Positive approach and Straight Forwardness.

Achievements:

· Knowledgeable in UAE Labour Laws and Geographical Locations.
· Participated and won various prizes in athletics and game events.

Professional Skills and Attribute:

· Computer literate with knowledge of Oracle based ERP System 
· Possess hands on experience of Microsoft Office Application, including Word and Excel. 

· Excellent verbal and written communication and analytical skills, and good etiquettes on the phone.
Interpersonal Skills:

· Smart & Conscious of Quality in Work.

· Feel Comfortable to Work in Team Environment.

· Ability to work well under pressure when required.

· Strong analytical and Communication Skills.[image: image2.png]
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