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	Mr. Jayson

UAE Experienced Accounts, Finance, Logistics Operations Management
Holding UAE Driving License + Own Car


PROFILE
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UAE Experienced Accounts, Finance and Logistics Operations Management Professional with 25 years of work experience in ISO Certified Organisations. 
Expertise in handling complete accounting functions till finalisation, dealing with bankers, suppliers, clients and employees, managing business operations, administration, HR, PR functions and Management Information Systems.
	EXPERIENCE
	

	
	

	December 2015 – Till Date
	Finance Manager in Technologies Middle East LLC


Technologies Middle East LLC is one of the growing and leading IT company providing customer IT based services to cooperate, banks and government sector customers in UAE.

Job Profile :

· Preparing of MIS reports for Management. Cash flow statement. Sales Order Validation Reports for management review and company performance.

· Update of Books of Account and maintain proper filing of records and Cash count.

· Monthly preparation of comprehensive income statement and balance sheet of the company.

· Coordinating with the external auditors for company audits and document requirements.

· Preparing of contracts for consultant hiring and customers contracts.

· Maintaining proper records of company assets and tracks.

· Coordination with PRO for visa and travel plans of new hire of resources.

· Handling the customer receivables and collections with proper customer reconciliation reports.

· Handling the Vendor and Supplier payables with proper diligence and approvals from management and maintain proper reconciliation reports.

· Maintaining the re-order levels for office consumables and stationery.

· Active involvement in obtaining the ISO certification for the company. Helping in housekeeping of all records in proper order for easy access, identification, zoning, and proper stacking of items in stores.

· Looking after the complete finance operations, logistics, and HR & Office activities of the company.

February 1996 to November 2015 Manager – Purchase & Logistics in Raqmiyat 
Known as Al Ghurair Enterprises for Computers
Raqmiyat LLC an ISO certified company (formerly known as “Al Ghurair Enterprises for Computers”) was in cooperated in the year 1984. Over the period of years, today it stands high as one of the major leading IT company providing customer-based solutions to cooperate & private banking sectors, Government sectors, and to some of the major private based customers in UAE.

Job Profile:

· Preparation and review of Contracts for Sale, Support Services and outsourcing of staff.

· Order Management and Procurements logistics with Principal Vendors, coordination of quotes and special prices with local vendors and international vendors.

· Arranging various insurance coverage for all imports, exports and transit coverage for local delivery shipments to clients.

· Handling logistics with various freight forwarders, couriers etc. Online application for COO certificates for exports and policies for various countries and follow each procedure.

· Inventory control and monitoring of slow-moving equipment’s and notification to Sales on a weekly basis.

· Keep a check on the reorder level and ordering of consumables.

· Active involvement in obtaining the ISO certification for the company. Helping in housekeeping of all records in proper order for easy access, identification, zoning and proper stacking of items in stores.

· Maintaining the Banks database for after sale support services, coordination with project teams for projects status and closure

· MIS reporting of Sales Targets, Flash reports to Management on monthly basis. Looking after the Assets of the company. Approving vendor payments

· Awarded the “Employee of the Quarter” for meeting the targets set.

IT KNOWLEDGE
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Accounting Applications, MIS, ERP Customised Applications,

MS Office and Internet Applications

ACADEMICS

[image: image3.png]



Bachelor of Commerce (B. Com) – 1992 
Chetna College of Commerce and Economics, Mumbai University
PROFESSIONAL TRAINING
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· ISO Internal Auditor in year 2005
· HP trainings in Order Management, PFR Claims, MIS Monthly Reporting on Sales. RMA returns and claims for services provided.
· Personal skill development training - On how to deal with various people, clients and vendors.
· Hands on training for Windows OS (2010), Office 365, etc.
PERSONAL DETAILS


	Nationality
	:
	Indian

	Date of Birth
	:
	27th July 1968

	Marital Status
	:
	Married

	Driving License
	:
	UAE Light Vehicle

	Visa Status
	:
	Employment Visa 


REFERENCE

Mr. Anup P Bhatia, HR Consultant
Gulfjobseeker.com
WhatsApp +971504753686 

freecv@gulfjobseeker.com 
