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KELVIN 
DEIRA DUBAI

Email:
Kelvin-394982@gulfjobseeker.com 
                                                                                                    
CAREER OBJECTIVE
To be a part of progressive organization that provides opportunities for learning and growth in a challenging and innovative environment with an objective to contribute constructively towards the goals of the organization and to excel my professional skills. 

EDUCATIONAL QUALIFICATIONS
· Master’s degree of Commerce, MUMBAI UNIVERSITY with Major subject Taxation and Accounts on March 2008.
· Bachelor’s degree of Commerce, MUMBAI UNIVERSITY St. Gonsalo Garcia College on March 2006
· H.S.C from Maharashtra Board On 2003.
· S.S.C from Maharashtra Board On 2000.

COMPUTER LITERACY
· Computer Hardware & Networking from universal computer institute on 2004
· Tally advanced (ERP-9) from Raj software technology (India) ltd on September 2010.
CURRICULUM PROJECTS
	Designation
	Accountant (13th July-2015 to present Date, on notice period)

	Location
	 GOLD SOUK, DEIRA DUBAI,

	Duration
	Since JULY 2015

	Work Experience
	· Independent handling of day to day accounting of the company Includes handling accounts payable, preparing suppliers outstanding report for monthly basis, including age wise outstanding report and monthly reconciliation of supplier’s ledgers.

· Handling accounts receivables, preparing monthly project report with age wise customer’s outstanding. Customers account reconciliation.

· Maintain records relating to loans and other financing, for scheduling of loan interest and principal repayments, whilst observing adherence to loan covenants, and agreeing account balances.

· Daily banking and bank account reconciliation.

· Maintain Petty cash and settlement of petty cash expenses on daily basis.

· Co-ordinate weekly and monthly cash flows, ensuring all information is collated and up to date, monitoring of accuracy and liaising with Managing Director on requirement of funds required.

· Internal auditing includes checking of all the documents correctly, checking genuineness of documents while processing for payments.

· Assist to external auditors for finalization of accounts.

· Maintain of fixed assets register and physical reconciliation of assets on yearly basis.

· Ensure that financial records are maintained in line with financial regulations.

· Ensure that all work is in line with policies and procedures.

· Ensure that all calculations and assumptions are linked to supporting workings and appropriate source of information oversee the company payroll generation.
· Assist manager in monthly VAT Returns.



	Designation
	 Accountant.

	Location
	MUMBAI INDIA

	Duration
	 August 2013 to December 2014

	Work Experience
	· Supervision and control of accounting division, this includes handling of all accounts up to finalization and financial function of the company.

· Independent handling of day to day accounting of the company includes Handling accounts payable, preparing suppliers outstanding report for monthly basis, including age wise outstanding report and monthly reconciliation of supplier’s ledgers.

· Handling accounts receivables, preparing daily sales report, monthly Sales report age wise customer’s outstanding report. Customers account reconciliation.

· Maintain records relating to loans and other financing, for scheduling of loan interest and principal repayments, whilst observing adherence to loan covenants, and agreeing account balances.

· Daily banking and bank account reconciliation.

· Settlement of petty cash expenses on daily basis.

· Reconciliation of petty cash holders account.

· Co-ordinate weekly and monthly cash flows, ensuring all information is collated and up to date, monitoring of accuracy and liaising with finance manager on requirement of funds required.

· Internal auditing includes checking of all the documents correctly, checking genuineness of documents while processing for payments.

· Assist to external auditors for finalization of accounts.

· Reconciliations of physical inventory as per book of account and warehouse stock.

· Maintain of fixed assets register and physical reconciliation of assets on yearly basis.

· Ensure that financial records are maintained in line with financial regulations.

· Ensure that all work is in line with policies and procedures.

· Ensure that all calculations and assumptions are linked to supporting workings and appropriate source of information oversee the company payroll generation.




	Designation
	Process Associate

	Duration
	Since February 2013 to July 2013. 

	Work Experience
	· Preparation of schedule of investment.

· Preparation of financial statement.



	Designation
	Internal Audit Executive

	Duration
	Since February 2011 to January 2013.

	Work Experience
	· Accounts, Store, Admin, HR Audit of all Group like Para-Banking, Hotels, and Construction. And Preparation of Audit reports

· Team member in MPLS online Software development program


	Designation
	Accountant

	Duration
	Since January 2008 to February 2010

	Work Experience
	· Handling all the books of accounts of the company includes day to day accounting function of the company.

· Handel a team, and get work done from team members.

· Handling accounts receivables and accounts payables. 

· Customer accounts Ledger Scrutiny.

· Suppliers account reconciliation.

· Handling accounts receivable and accounts payable.

· Daily banking and bank accounts reconciliation.

· Maintain petty cash and settlement of petty cash expenses.
· Preparing data for reconciliation VAT records and VAT return filling.


KNOWN AND USE
: Microsoft Dynamic ERP, Oracle ERP, and Tally ERP 9.,
SOFTWARE 

: MS. Word, Excel, Power point, Win gold ERP
 LANGUAGE PROFICIENCY
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PERSONAL DETAILS

Name




:
Kelvin  
Date of Birth



:
03rd October 1984
Marital Status


:
Married

Nationality



:
Indian

Visa status 



:
Employment visa
Visa expiry 



:
29th November 2019

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

KELVIN



