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	Personal Statement


Experienced Accountant cum Data Analyst (4.5 years in UAE) with strong analytical abilities with advanced MS Excel knowledge. My desire is to keep developing my career in an organization that offers a possibility for growth.

	

	Key Skills

	


MS Excel - (VLOOKUP, HLOOKUP, Sum if, Match, Index, Pivot Table, Conditional Formulas)

Power pivot, Dashboards, Macro Basics.

MS Word, PowerPoint, MS outlook
	

	PERSONAL INFORMATIONS

	


	Name
	Noufal 

	Gender
	Male

	Age
	27

	Father’s name
	Moideen

	Date of birth
	03/07/1990

	Nationality
	Indian

	Mother tongue
	Malayalam

	Current Salary
	AED 5500


	

	Professional Experience

	


	ORGANISATION: SAVINGTON INTERNATIONAL INSURANCE BROCKAGE(INSURANCE)

	HEADQUARTERS: UAE     WORKING SINCE: MAY 2017 - PRESENT

	DESIGNATION: AccountantCum Data Analyst(TALLY,EXCEL)

	TEAM: Finance & Accounts , Reporting –Chief accountant & Finance Manager
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JOB DESCRIPTION:

Accountant:

· Maintain up-to-date billing system

· Insurance company ledger Reconciliation

· Bank reconciliation
· Generate and send out invoices

· Generate and analyze reports and coordinating with Sales, and Operation Departments 

· Follow up, collection and allocation of payments

· Carry out billing, collection and reporting activities according to specific deadlines

· Assisting in Payroll calculations
· Monitor customer account details for non-payments, delayed payments and other irregularities

· Research and resolve payment discrepancies

· Generate age analysis

· Review AR aging to ensure compliance
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· Management of petty cash
· Assisting in month end accounts closure
· Follow established procedures for processing receipts, cash etc

· Investigate and resolve customer queries

· Communicate with customers via phone, email
· Monitor and support Data Entry team
Data Analyst:

· Use statistical method to analyze data and generate useful business reports with the help of Excel V-look up, H – look up, Sum if, Count if, Pivot table, Dashboard and other Business charts.
· Develop and support reporting process

· Work with Management to create a prioritized list of needs for each business segment

· Use data to create models that depict trends in the customer data base

· Work with Departmental Managers to outline the specific data needs for each business method analysis project

· Monitor and audit data quality

· Manipulate, analyze and interpret complex data sets relating to the business.

· Prepare reports for internal and external audiences using business analytics reporting tools.

· Create Data Dashboards, graphs and visualizations.

· Gather, understand and document details business requirements using appropriate tools and techniques.

· Providing various analytical reports to management according to the requirement.

· Providing quality assurance of imported data, working with quality assurance analyst if necessary.

· Providing Technical Expertise on data storage structures, data mining, and data cleansing


	

	Professional Experience

	



	ORGANISATION: ROMANA WATER INDUSTRIES L.L.C (FMCG)

	HEADQUARTERS: UAE

	DESIGNATION: Accountantcum Operation Executive (ERP), November 2013 to May 2017

	TEAM: Finance & Accounts , Reporting – Finance Manager


JOB DESCRIPTION:

General Accounts:
· Asset register Maintenance
· Daily cash flow
· Responsible for Cheques& Settlement preparation
· Management of petty cash
· Responsible for Bank Reconciliation
· Handling and generation of invoices and filing
· Daily Collection& Sales reports
· Monthly Incentive/Commission Calculation
· MIS Reports (Sales, Debts, and Customer etc)
· Daily entries & report on postdate, current date Cheques
· Reconcile the supplier statement on a periodic basis
· Taking Quotation & LPO creation
· Employee Attendance and overtime calculation

· Responsible for daily bank deposits

Operations:
· Stock taking and handling
· Daily Reconciliation of Stock report and sale
· Finished goods and Production Entries
· Materials receipts and finished goods entries
· Dispatch reports
· Preparation of Stock issuance report periodically
· Monthly stock reconciliation
· Intercompany reconciliation (value, quantity and SKU wise)
· Handling daily stock Report
· Support team for month closure and audit
· Monthly stock report
· Training to new staffs
	

	PREVIOUS WORK EXPERIENCE



	ORGANISATION: DELL INTERNATIONAL SERVICES INDIA, CHENNAI (BPO)

	HEADQUARTER: USA


	DURATION: Total 1.1 years, Jan - 2012 to Feb – 2012 (1 years 1 month)

	DESIGNATION: Data entryRepresentative.

	TEAM: Accounts payable , Reporting  - Team Leader



JOB DESCRIPTION:
Accounts payable 
· Preparing and Updating Database of vendors

· Supplier ledger reconciliation
· A mismatched invoice needs to allocate to the respective teams for confirmations
· Respond to vendor enquiries about payment status through email and phone
· Notifying the client of payments due before a reasonable period

· Processing with Debit notes
Procurement
· Manual Price Changes

· Taking Adjustments and Special Charges Approval from respective Departments
· Email and Telephone conversation with Clients

· Follow-up
· Pulling Spec and Draw from SAP 

· Purchase Order creation
· Outline agreement Creation
· OA amendments
· Report creation
	

	Education


	Course - BBM CA (Business Management with Computer Application)

	Collage - Bharathiar University of Arts and Science College – Gudalur

	Year of pass – 2011 (Accounts, Economics, Commerce,HR, Marketing)

	Grade – 75% (Distinction)


	Course - PGDCA (Post Graduation Diploma in Computer Application)

	Institute - TCPS – Gudalur

	Year of pass – 2010 (Tally, oracle,Visual Basic,MS office,C,C++)

	Grade – 78% (Distinction)


	Higher Secondary– XII

	School – Government Higher Secondary School – Gudalur

	Year of pass – 2008 (Accounts ,Commerce, Marketing, Economics)

	Grade – 64% (First Class)


	

	LANGUAGES Known

	


	· English

	Read,Write,Speak

	· Tamil 
	Read,Write,Speak

	· Malayalam 
	Read,Write,Speak

	· Arabic 
	Read, Write

	· Hindi 
	Speak


	

	Declaration

	


	I hereby declare that the information furnished above is true to the best of my knowledge and belief.


	

	

	


