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MANU
Senior Accountant / Administration Professional
12+ Year UAE Experience with UAE Driving License
[image: image3.jpg]



I am a result oriented, dedicated, and hardworking personnel with experience in Accounting and Administration with diversified Industries like General Trading and Construction, Proven ability to improve operations, influence business growth and maximize profits through achievements in finance management for 12+ Years. My greatest strength is that I am a quick leaner and good performed with exposure to different functions within finance and Accounts.

I completed Bachelor of Commerce, having advanced IT skills.

Please see below my Career Summary:

· MS Office with expertise in MS Excel, MS PowerPoint, SAP, Tally ERP 9.
· MIS/Financial reporting
· Working capital Cash flow management skill
· Payroll & Treasury Management.
· Extensive knowledge of VAT tax laws and regulations.
· Ability to perform well even under pressure.
· Independently handle accounting and work with very less supervision.
· Self-Motivated Team player, Supportive and Flexible to meet deadlines.
My proven accounting skills, strong commitment to high ethical and professional standards, and adaptability to changing customer requirements would allow me to make significant contributions to the company. I believe I am the best fit for the job. I had enclosed my resume for your kind consideration.

I am looking forward to hear from you soon. Thanking you!

Best Regards,


Career Objective

To be a part of progressive organization which enables me to enrich my knowledge through challenging opportunities, encouraging innovation, meaningful career growth and to grow with it by depicting high quality professionalism in service.

Professional Experience

GENERAL TRADING CO FZE, DUBAI.

Accountant & Administrative in General Trading Company July 2009 to till date

Profile:

As an Accountant, handling all the activities related to finance & update monthly financial information to the higher management.

Responsibility:

· Verifying sales & purchases invoices to make sure that contract terms are followed.
· Verifying Progressive Payment Certificate of the Supplier and sub-contractors
· Preparing monthly financial Statements, Cash Flow Forecasts to keeps Management informed of the Project - financial position at regular intervals.
· Monitor the day-to-day financial operation such payroll, Invoicing, and other transaction.
· Managing Bank facilities like Letter of Credit, Letter of Guarantees, reconciling bank books on regular basis.
· Formulating project budgets & project job cost reporting.
· Handling Payables, Receivables (monitor the aging of the outstanding receivables & payables)
· Monitored inventory and fixed assets schedules.
· Bank Reconciliation.
· Control over general Administration matters related to Insurance, Vehicle fleet, Registration & renewal of Agency Contracts, Rental contracts, Trade license, visas etc.
· Interacting with Internal and External Auditors.
· Preparation of VAT Return.

Property Developers Pvt. Ltd.  Sion Mumbai. Accountant August-2008 to July-2009. 
Responsibility:

· Handling Purchase & Sale Invoice Registers with Tally Entries
· Preparing & maintaining statutory books of accounts and reconciliation of financial statements in compliance with the norms.
· Preparing and Maintaining Payment Certificate of Subcontractors
· Handling Petty Cash
· Preparing Cheques for Supplier and Subcontractor.

Auditing Company Andheri (E) Mumbai – (CA Firm) - July- 2007 to July – 2008.

Account Assistant:

Responsibility:

· Handling Purchase & Sale Invoice Registers with Tally Entries
· Reconciliation of Bank Accounts, Sister concern accounts, VAT, PT, TDS Salary and Party Accounts.
· TDS Deduction & Return Filling With the help of TDS Package (MDA)
· Income Tax Returns Filing of Individuals.
· Compiling of Clients Service tax dues, Remittances of service tax and filing of Half-yearly returns.
· Assessment of Sales Tax and Professional Tax.
· Handling Petty Cash

Academic Certification and Educational Background


· B.Com from Bhandarkar’s Collage Kundapura, Mangalore University in 2007
· P.U.C from Karnataka State board in 2004.
· Diploma in Windows Application and Tally from Manipal Career Academy Kundapura Karnataka (2006)
· SAP – Omega Institute Burdubai – 2014

Personal Details

	
	Date of Birth
	01 March 1986

	
	
	

	
	Nationality
	Indian

	
	
	

	
	Marital Status
	Married

	
	
	

	
	Languages Known
	English, Hindi, Kannada

	
	
	

	
	Visa Status
	Work Visa

	
	
	

	
	UAE Driving License
	Yes + Own Car

	
	
	


Contact Details

Mobile Number: 0504753686


Manu-401316@2freemail.com     
Watch my Video CV on Gulfjobseeker.com YouTube Channel
https://www.youtube.com/watch?v=pheKVA77fJs 

Reference

 If you have any vacancy for me, please contact my HR Consultant

Mr. Anup P Bhatia in Gulfjobseeker.com  to arrange my Interview

 in your company Free of Cost.


WhatsApp: +971505657275

feedback@gulfjobseeker.com
[image: image1.jpg]Y Gulf jobseeker.com %

Helping you to search best jobs & talent!





	
	



