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CURRICULUM VITAE

Srikant 
E-mail: srikant-394800@2freemail.com
PRESENT EMPLOYMENT:

Date of Joining 

:
26th September 2010

Nature of Business

:
IT Solution & Service Provider
Post Designated

:
Sr. Accounts & Admin Executive
Reporting Boss


:
EVP Head of Operation of Dubai Office & FC in the Corporate
Place of Work


:
Dubai Internet City, Dubai, U.A.E.
Duties & Responsibilities: Finance
· Responsible for developing, maintaining and enhancing the financial control, accounting and reporting policies and practices. 

· Ensure timely and accurately invoicing as per the Contracts or against Purchase Orders for the services provided to the Clients.

· Coordinate with the various management teams for financial projections and cash flow statements, and ensure that they are prepared and finalized 

· Continuous follow up with respective sales team for timely collection of outstanding payments while sharing with them the updated Debtors Ageing Report.

· Supervise all monthly & annual financial reports & prepare analytical reports along with executive summary for the management, highlighting deviation between Budgeted & Actuals. 

· Ensure due compliance in accordance with financial control parameters accountable for Internal Control System.

· Supervise monthly staff payroll processing in line with WPS & Non-WPS requirements.
· Ensure timely payments to employees, suppliers & statutory authorities after validating all the vouchers
· Systematically Maintaining Books of Accounts by scrutinising ledger accounts regularly.

· Ensuring monthly reconciliation of Bank Accounts, Payables, Receivables and Provisions etc.
· Coordinate with the insurance brokers for the renewal of various insurance policies (including staff medical insurance) ensuring timely renewal of cover.

· Maintaining Project wise cost sheet & formulating and monitoring the implementation of budgets and budgetary controls.

· Presentation of various MIS reports to the management, like bills receivables, collections, Cost of goods sold, margins, costing report of all the projects and projected billing pacing sheet etc.
· Coordinate with Auditors in preparation of all the audit schedules for the year end Statutory Audit.
Duties & Responsibilities: Internal Auditor 
· To conduct risk-focused audits, by identifying potential control weaknesses. 

· To review operations/programs to ascertain whether results are consistent with established objectives and whether the operations/programs are being carried out as planned. 

· Was responsible for planning the area of audit, obtaining understanding of operations, evaluating the design effectiveness of the controls, testing and evaluating the operating effectiveness of the controls and preparing internal audit reports on the area of operations covered. 

· To discuss the audit observations with the department head and FC before finalizing
· Make frequent visits to the other offices in different countries for setting up and monitoring controls
· Monitoring the job costing & margin to ensure the reasonable profit margin is maintained.

Duties & Responsibilities: H.R. & Administration 
· Oversee administration of HR functions, keeping track of staff visas & work permits.etc 

· Review offer letters for the new appointments and ensure compliance with employment related laws
· In conjunction with department heads, ensure all company policies and procedures are adhered 

· Validate End of Service benefit payment and ensure compliance of visa cancellation process

· Ensure renewals / registration requirements of all important documents are up to date at all times. 
· Review various lease agreements to make sure they are current and amendments- if any are duly endorsed 

· Manage various AMC with the service providers ensuring infrastructure needs are met and routine 

maintenance is carried out as per schedule. 

PREVIOUS EMPLOYMENT: I
Date of Joining 

:
10th April 2010

Date of Leaving

:
23rd September 2010

Nature of Business

:
Aggregate, Road base & Sand Crusher Company

Post Designated

:
Accounting Manager

Reporting Boss


:
General Manager - Finance & Accounts. & Director Finance.

Place of Work


:
Fujairah, U.A.E.
Duties & Responsibilities:
· Managing all aspects of the general ledger, accounts receivables, credit & collections, monthly closing and financial statement review.

· Properly checking & approving petty cash bills & purchase invoices.

· Managing timely payments to employees, suppliers, & statutory authorities.

· Verifying monthly stock consumption reports for proper Inventory control system.

· Ensuring monthly reconciliation of Bank Accounts, Payables, Receivables, Stock Consumption.

· Monthly verification of all Advances, Deposits, Loan Repayment, Letter of Credits & Bank guarantees etc.

· Preparing monthly costing of products by taking consideration of Actual Production, Direct Variable Expenses, Indirect Variable Expenses & Fixed Expenses.

· Preparing Trial Balance & Profit & Loss Account on monthly basis.
PREVIOUS EMPLOYMENT: II
Date of Joining 

:
21st March 2007
Date of Leaving

:
31st March 2010

Nature of Business

:
Construction of Civil & MEP
Post Designated

:
Senior Accountant

Reporting Boss


:
Manager - Finance & Accounts.

Place of Work


:
Dubai, U.A.E.
Duties & Responsibilities:
· Finalising Staff payroll as well as Labour payroll & their settlements under WPS format.

· Properly checking & approving petty cash bills & purchase invoices.

· Managing timely payments to employees, suppliers, sub-contractors & statutory authorities.

· Verifying monthly inter-site stock transfer reports & stock consumption reports for proper Inventory control system.

· Ensuring monthly reconciliation of Bank Accounts, Payables, Receivables, Transfer of Stocks & Inter Company transactions.
· Monthly verification of all Advances, Deposits, Loan Repayment, Letter of Credits & Bank guarantees etc.

· Monitoring the inflow & outflow of funds and ensure optimum utilization of available resources towards the accomplishments of organizational goals.

· Formulating and monitoring the implementation of budgets and budgetary controls.

· Presentation of various MIS reports to management.

· Preparation of Schedules for Fixed Assets & Depreciation and others for finalization.
PREVIOUS EMPLOYMENT: III
Date of Joining 

:
1st June 2006
Date of Leaving

:
16th March 2007

Nature of Business

:
BPO unit in Quality Control
Post Designated

:
Senior Finance Executive
Reporting Boss


:
Senior Manager Finance & Accounts

Place of Work


:
Gurgaon, Haryana, India.
Duties & Responsibilities: 

· Preparation of Staff Payroll.
· Maintaining Petty cash book as well as main cash book.

· Properly checking & approving petty cash bills & purchase invoices.

· Managing timely payments to employees, suppliers & statutory authorities.

· Ensure records systematically in accordance with generally accepted accounting standards.

· Monthly, Quarterly, Half yearly & Yearly TDS return & FBT filling.

· Monthly Cost Sheet Preparation for funding from Head Office.
· Ensuring monthly reconciliation of Bank Accounts, Payables, Receivables,
· Coordinating in Budgeting as well as Internal Auditing and Statutory Audit.

PREVIOUS EMPLOYMENT: IV
Date of Joining 

:
7th October 2001
Date of Leaving

:
31st May 2006
Nature of Business

:
Healthcare Services
Post Designated

:
Accounts Executive

Reporting Boss


:
Manager Accounts
Place of Work


:
New Delhi, India.
Duties & Responsibilities:
· Reconcile & banking daily collections. 

· Check for billing accuracy (pricing, discounts, credits etc.)

· Monitoring HIS (Hospital Information System) revenue reports.

· Revenue Booking along with Doctors’ payout booking.

· Daily sales & collection report.

· Daily updating backend MIS for monthly reporting.

· Reconciliation of Sales Register, Credit card Batch closes & advances on daily basis.

· Tracking missing manual invoices & ensuring submission to accounts.

· Coordinating in Corporate billing dispatch, control & accounting.

· Preparing Doctors Payout on monthly basis.

· Ensure documentation for cash reimbursements and other payment requisitions.

· Up-gradation of Hospital Information System for change in price, new corporate tie-ups etc.

PREVIOUS EMPLOYMENT: V
Date of Joining 

:
5th July 1999

Date of Leaving

:
6th October 2001

Nature of Business

:
Cargo Services

Post Designated

:
Executive Accounts
Reporting Boss


:
HUB Manager & Manager Accounts

Place of Work


:
New Delhi, India.
Duties & Responsibilities: 

· Banking & Accounting of daily collections.

· Preparation of daily collection report and sending it to Head Office.
· Ensuring timely collection & dispatch of Cargo Items through Cargo Carriers & Delivery of those through Process Associates to the Customers.

· Ensure collection of all dockets & keeping control of it.

· Properly checking of Process Associated Vendors bills.

· Properly accounting of those bills & processing for payment and other statutory payments.
· Coordinating with HUB Manager for proper Utilisation of space in the HUB.
· Coordinating with Corporate office for branch related works.

PREVIOUS EMPLOYMENT: VI
Date of Joining 

:
5th May 1997
Date of Leaving

:
19th June 1999
Nature of Business

:
Civil Construction
Post Designated

:
Cashier cum Accounts Assistant
Reporting Boss


:
Senior Accountant
Place of Work


:
New Delhi, India.
Duties & Responsibilities: 

· Maintaining petty cash book.

· Properly checking and maintaining purchase orders with the coordination of purchase dept.
· Follow up with the project sites for delivery orders and material receipt confirmation.
· Properly filing & follow up for the Invoices with sites engineers & suppliers.  

· Compiling of purchase orders with matching delivery orders & invoices for further processing.

· Monthly reporting of unmatched documents (Invoices, Delivery Order & LPO).
· Data Entry of processed invoices & subcontractors’ payment certificates.

· Preparing Bank Payment Vouchers and cheques for above and keeping track of those vouchers.

· Preparing bank reconciliation & reconciling vendors’ ledger accounts.

· Maintenance of all types of records.

EDUCATIONAL QUALIFICATIONS:
· B.Com. (Hons.) in the year 1995 & L.L.B. in the year 2000 from Utkal University, Bhubaneswar, Orissa, India & Continuing MBA from Sikkim Manipal University of India.
COMPUTER KNOWLEDGE:

· Post Graduate Diploma in Computer Applications Course from CMC Ltd. New Delhi in 1996 & have learned Windows98, Windows NT, MS Office, FoxPro & Tally 5.4
· Proficiency in working on Excel, Word, Tally 7.2 & 9.0, Tally ERP, Factpro, Oracle ERP in HIS & Accounting, Internet browsing, Microsoft Outlook, Intranet Messenger.
PERSONAL DETAILS:

· Marital Status


:

Married

· Date of Birth


:

5th July 1974

· Nationality


:

Indian

· Language Known

:

English, Hindi, Odia & Bengali.
· Residential Status

:

Permanent (On Company’s Visa)

· Visa Valid Till


:

6th November 2019
· Passport Valid till 

:

28th October 2018

· Current CTC


:

AED 16,253/- per month
· Salary Expected

:

Negotiable

· Driving License

:

Automatic Gear for Light Vehicle
· DL Valid Till


:

15th September 2020

DECLARATION:
· I hereby declare that the information furnished above is true to the best of my knowledge and references for the same will be provided on instruction.
Place: Dubai










Srikant 







































































































































