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	Strengths & Skills

	· B.Com graduate with 3+ years UAE experience
· Proficient w/ Accounts Receivables & Accounts Payable
· Strong Organization/Analytical & Problem-Solving Skills
· Excellent calculation/Meticulous with keen eye for details

· Possess Integrity, Creativity, Honesty & Teamwork
	· Competency in General Accounting & Administration
· Adept w/ Reconciliation/Cash & Accounts Management
· Capabilities to work under pressure & meet deadlines
· Adoptable to work within a team or Independently
· Self-starter-quick learner-flexible personality


	


Bachelor's Degree of Commerce – Calicut University, Kerala, India



           April 2011
DIFA-IAB (Diploma in Indian and Foreign Accounting)
Computer Science – Board of Higher Secondary Examination, Kerala, India
	



Accounts/Office Administration & Karate Instructor  




         Feb 2014 – Present 

The Oriental Karate & Kobudo Club, Abu Dhabi

Accountant/Cashier – Sobha textiles, Kerala, India




         May 2012 – Jan 2014
	



Accounts Assistant
· Payable – Process vendor and supplier invoices, in a timely manner, verifying accuracy, approvals, and account coding in accordance with Ministry and agency requirements.

· Prepare cheques and associated reports, as required in accordance with agency schedules.

· Develop and maintain pre-authorize payments monthly or as required. Prepare all Accounts Payable sub-ledger journals for posting to General Ledger monthly.

· Reconcile Accounts Payable sub-ledger to General Ledger monthly, enter and reconcile cheques cashed to accounting software monthly and respond to vendor inquiries as required.

· Receivables – Process all client or miscellaneous payments daily or as required to sub-ledger.  

· Maintain and distribute an accurate listing of overdue accounts and suspensions in accordance with agency policies.

· Refer overdue accounts to Director of Finance for adjustments, write-off or collections.

· Prepare accounting adjustment forms where required, respond to client or payer account inquiries as required.
· Payroll – Maintain a working knowledge of the payroll processes and software and provide backup as required.

· General Ledger – Assist the Director of Finance with monthly general ledger reconciliations as required.

· Prepare monthly bank reconciliations for approval of the Director of Finance. Assist with annual budget preparation as required.

Admin/Office Assistant
· Provide general administrative support including mailing, scanning, faxing, copying and other clerical and administrative support to management/employees. Act as a point of contact on all administration matters, deal tactfully with all people.

· Manage diary, schedule appointments, record minutes of the meeting, and organize details of travel and events, Knowledge of the organization set up and upholds confidentiality in all official transactions.

· Communicate with internal departments as well as all third parties to exchange information, coordinate activities and promptly resolve issues.

· Open, sort and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records, reports and arrange travel itineraries for executives.
· Provide high tolerance for attending internal or external customer queries, deal with clients and visitors and deliver support to the management or executive level.
· Maintain inventories of supplies, equipment, and materials (e.g. ordering, organizing, monitoring, certifying & calibrating scales, Office keys, etc.) for the purpose of ensuring the availability of items as needed.
	



Accounts/Office Administration & Karate Instructor - The Oriental Karate & Kobudo Club, Abu Dhabi

· Performed inventory related transactions and accounting for the general ledger. Carried out necessary adjustments and maintain journal entries for related issues.

· Administered monthly closing for the inventory period and monthly inventory account reconciliation.
· Responsible for monthly supply chain inventory reporting, support audit requests and maintenance of physical inventory count activities. 
· Safeguard payments for purchase with proper documents checked, verified and approved by the authorized person.
· Managed all kinds of administrative and clerical work efficiently, highly skilled in preparing correspondence including statements, forms, reports, presentations, applications and other documents.


         

Accountant/Cashier – Sobha textiles, Kerala, India




         
· Received payment by cash, check, credit cards, vouchers, or automatic debits. Issue receipts, refunds, credits, or change due to customers.

· Counted money in cash drawers at the beginning of shifts to ensure that amounts are correct &ensure adequate change.

· Established or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners.

· Responsible for petty cash including maintenance of petty cash records and completion of cash reconciliation monthly.
· Carried out Bank deposit of cheques and cash received. Carried out credit checks on new clients.
· Checked expenses and receipts to ensure they are accurately recorded and supporting documents is adequate.
	



· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).

	



Nationality

:
Indian
Date of Birth
:
14th Mar 1991
Marital Status
:
Single
Visa Status
:
Employment
Languages

:
English, Malayalam, Hindi
License

:
Indian , UAE

Reference

:
Available Upon Request
PROFILE SYNOPSIS





Competent, Dynamic and Gulf experience professional equipped with 5+ years experience, skills, and attributes for a solid career foundation in a progressive enterprise with significant contributions towards companies’ continued business growth.  Capable to handle challenging roles in domains of AR/AP, Cash Management, Maintenance of Book of Accounts, Balance Sheet, Reconciliation, Cost Control, Invoices, Administration & Client Relations. Competency in handling and coordinating office administrative functions such as preparation of letters, memos, faxes and other correspondence, updating leave & absent data list, keeping a record of staff contracts, stationary management, leave management, travel arrangement & hotel booking. Desirous for continuous learning with excellent analytical, problem-solving, organization, coordination, time management, communication and interpersonal skills; Seeks a solid career foundation within a forward-thinking organization which offers challenging and broad training to use and develops skills. 








QUALIFICATION





CAREER SNAPSHOT





CORE COMPETENCY





PROVEN JOB ROLE





I.T SKILLS





PERSONAL DETAILS
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