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Sharjah, UNITED ARAB EMIRATES                                                                                                                                  
Career Objective:
Seeking a position as an Accountant cum Administrator with a reputed organization where 
my education & experience will have positive contribution for mutual growth and benefit.
Career Synopsis & Professional profile: 

· 10+ years of comprehensive experience as an Accountant cum Administrator.
· Well experienced in computer software’s such as Oracle ERP , Tally & Microsoft Office.
· Having strong analytical, communication, multi-tasking, presentation and team work skills.

· Effective in multitasking; Ability to work in high pressured and dynamic environments

Academic Qualification:
· B.COM (Finance) from MG University. Kerala, India 2003.

· Pre Degree from from MG University, Kottayam, Kerala- India, (1999)
· 10th Board, Board of Public Examination Kerala, India 1997.
Career Snapshot:
Organization: Dubai
Designation: Accountant General
Duration      : 10 Year {Dec 2008 – till Date} 

Responsibilities:
Trade Finance 
· Preparing all type of Documents for Export Letter of Credit as per UCP 600
· Applying for New Import Letter of Credit and its amendment
· Arranging Export clearing Documents 
· Checking and Confirming of newly Issued Letter of Credit’s rules and conditions
· Arranging Different Types of  Bank Guarantees for Customers
·  Posting Entries related to LC  & and update the status of LC in LC Software
Accounts Receivable 
· Handling Cheques, Cash and arranging and depositing on due basis .

· Issuing advance Tax invoice to Customer 

· Approving invoices after comparing customer statement of account 
· Posting Intercompany Entries.
· Posting Entries related to PDC ,CDC & Telex Transfer .
· Maintain monthly Customer aging report and Creating provisions  for Bad Debt
· Financial ratio and their analysis including period end cutoff accounting entries.

· Other administrative task as assigned. 
Accounts Payables
· Reconciling of all Accounts payable & receivable transaction and make payment to Suppliers & Freight Forwarders.
· Combine and analyze financial information to prepare entries to accounts.
· Establish maintain and reconcile the general ledger.
· Maintain daily and monthly transaction reports (Cash, Bank, suppliers).
· Expenses Booking & Bill Booking of Suppliers  & Freight Forwarders .
· Preparation of PDC ,CDC , Transfer Receipt &Telex Transfer to Foreign & Local Suppliers.

· Posting Entries related to PDC ,CDC, TR ,TT , LC .

· Handling Petty cash

· Preparation of Purchase order on the basis of request from Division.

· Bank reconciliation and Inter Company reconciliation 

Organization: Dubai, UAE.
Designation: Accountant 
Duration      : 1 Year {January 2008 – December 2008} 
Responsibilities:
· Prepares payments by verifying documentation, and requesting disbursements.

· Resolve customer grievances, and claims.
· Direct and coordinate activities of personnel engaged in buying and selling of products
· Handle bank transactions and reconciliation

· Answered average of 50 calls, emails and faxes per day, addressing customer inquiries, solving problems and providing new product information.
· Analyzed departmental documents for appropriate distribution and filing.
· Entered details such as payments, account information and call logs into MS Excel and Day Book
Organization: Doha 
Designation: Financial Associate in Accounts Receivable 

Duration      : 1.5 Year {Feb 2013 – Oct 2014}
Task Assigned: Finance Associate.
Responsibilities:
· Creating invoices to the customers as per the request provided by the business unit.

· Responding to mails of customers.

· Reconciliation of the invoices processed as a part of internal control.

· Mainframe Report Downloading.

· Invoice processing in to SAP .
· Preparation of Reconciliation statements.

· Handling mails to answer vendor queries.

· Extracting weekly reports & daily reports for management.
Personal Details:

Data of Birth


:
30th April 1982
Sex



:
Male

Marital Status


:
Married
Nationality


:
Indian

Languages Known

:
English, Hindi & Malayalam

Declaration:

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

Place: Dubai







Yours Faithfully,
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