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	Summary:

To process all financial transactions and ensure a timely and accurate documentation, recording and controlling over them and accordingly provide reliable reports to facilitate taking efficient & effection decisions.


Educational Qualifications:

Academic achievement:

· MBA in Finance

· B.com

· P.G Dip in Personnel Management & Industrial Relations

· B.G.L.

Other Certificate Courses:
· Professional Business Correspondence by Dubai Institute of Business Management
· Short Term Course - Export Management by Federation of Indian Export Management
· Advance MS Excel for Business by Food Specialities Ltd, Dubai, UAE
· VAT training-conducted by CIMA, Dubai, UAE and Fujairah Chamber of Commerce

· Senior Grade in English Typewriting
· Senior Grade in Hindi Typewriting
· Senior Grade in Tamil Typewriting
Experience:
13+ years’ UAE experience in Accounts department within a corporate environment.
	Company
	Position
	No. of Years
	Period

	Building Contracting LLC, Dubai, UAE
	Chief Accountant
	3 Months
	Feb ’20 – Aug ‘20

	Bakery, Umm Al Quwain, UAE
	Manager Finance
	6 Months
	Jul ’19 – Dec ‘19

	Tobacco Distributor, Fujairah, UAE
	Chief Accountant
	1 Year 9 Months
	Sept ’17 – May ‘19

	Food Distribution, Technopark, Dubai, UAE
	Senior Accountant
	10 Years 4 Months
	May ’06 – Sept ‘16


Overall Responsibilities handled for the above companies:
Financial Reporting:
· Prepare monthly MIS reports (including aging reports) showing the suppliers statement of accounts. Moreover, weekly reports will be required to recommend foreign suppliers' payments and showing the overdue balances, to help in a proper cash flow management. Eventually Receivables aging reports also will be prepared to analyze smooth cash flow.

· Prepare Budget & Forecasting report

· Prepare various Inventory analysis reports

· Prepare weekly cash flow statement

· Prepare various analysis report as management required

Facility Management Job costing& various Reports
· Handled various Villas & Apartments AMC & Call out projects with Dubai Real Estate Centre, Sheikh Mohammed Bin Rashid Al Maktoum Office, Meraas, Emrill, BK Gulf, Tecom, City Walk, Emirates Airliines, Air Arabia, Sharjah Cricket Stadium, various individual tenants,etc. Ensure to post all overheads Job wise and obtain job wise costing report and gross income report. Prepare project wise costing & income report.

VAT & Excise

· Preparation and computation of VAT liability on quarterly basis and excise tax computation on monthly basis for group of companies. Ensure to file the return and make payment to FTA on time. If any refund from FTA will be claimed on time. Maintain proper documentation as per FTA requirement.   
Documents Verification:
· Ensure a timely receiving for the Accounting documents, verifying and posting them to the right accounts to ensure that the company policies are always in place.
Suppliers Payments:
· Managing supplier payment terms on system in order to ensure a timely suppliers' payments. Follow up of overseas payment dues and ensure that all foreign suppliers’ accounts are reconciled and all payments are allocated upon issue the payment in order to maintain a clear accounts.

Balance Confirmation:
· Maintain a reconciled suppliers and customers accounts and ensure that the balanceconfirmations are completely twice a year at least and when needed to ensure having a proper records and also for audit purpose.
Accounts Receivables:
· Handling the Accounts Receivables and maintain a proper records that will meets the standards. Also to maintain proper recording & amortizing of Finance Income.
Fixed Assets:

· Booking Asset acquisitions, disposals, additions, etc. ensure to maintain proper depreciation and accumulated depreciation of the assets. Besides preparing fixed asset reports when required.
Staff Payroll Processing & EOS benefits:

· Maintained and ensure staff payroll payments on the due date as per company policy through online banking and through exchanges. Other staff end of service benefits payments as per company HR approval.

Registration &Insurance:

· Maintained a proper prepaid booking entries for registration and insurance and mortising their costs throughout the period of consumption.
Purchase& Inventory Management:

· Handled purchase department and procure the required materials for stock and sell business and other direct third port shipment transactions provided the approved purchase orders by the concerned divisional managers with proper working such as availability of stock and required stock relevancy. Ensure to avoid over stocking and unnecessary funds blocking into the inventory.

Petty Cash:
· Maintained various foreign currencies and recorded in the ERP system on daily basis with prior approval. Tallied all currencies by end of the day with proper supporting and filed for audit.
Bank Accounts & Petty Cash:
· Maintained and controlled a proper records for variousbanks & Petty Cash transactions, doing regular reconciliation and show the banks & Cash positions in order to have a satisfied cash flows.
Bank Facilities:

· Maintained various banks Facilities and proper recording and mortising of Finance Cost. Bank dealt with HSBC, Mashreq, Barclays, Standard Chartered, Emirates NBD, etc.
External Audit:

· Attend External annual audit as well as interim audit of the company. Organize and keep ready the relevant documents such as balance confirmations from the banks, suppliers, high value customers, bank reconciliation statements, tally petty cash as on year end etc. and maintain separate file for audit documents. Dealt with PKF, Morrison Menon, AFS Audit, etc.
Internal Audit

· Conducted periodical Internal audit in our head office Food Specialities Ltd, to ensure to see all the entries are posted correct account heads, checking cash balance in all currencies, Bank Reconciliation statement, Journal entries serial number,Petty cash entries, bank receipt entries, Fixed assets capitalization, etc.
Skills, & knowledge:
· Fluent in English

· Financial Management

· Knowledge of Standard Accounting Practices & Procedures

· Critical Thinker/Problem-Solving Skills

· Analytical Skills & Data Reporting

· Budget Management

· MS Office (Word, PowerPoint, Excel, Outlook)

ERP Knowledge
· ERP application: Orion, Focus, Tally, Realsoft, Vtrack, Infos for Construction
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	Nationality
	:
	Indian

	Date of Birth
	:
	12th  April, 1974

	Marital Status
	:
	Married

	Visa Status
	:
	Visit Visa

	Reference
	:
	Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com
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