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OBJECTIVE: 

To seek a challenging position in Finance / Internal Audit and to effectively apply myself in a manner that positively benefits organization's goal & objective and contribute towards my career development.
PROFILE SUMMARY:
· Accounting Professional with 13 years of progressive experience in Accounting, Auditing & Financial Management of which almost 11 years in UAE.

· Professionally qualified with a Post Graduate Diploma in Business Administration (PGDBA). Also holds a Bachelor Degree in Commerce (B.Com)
· Proficient in MS office and computerized accounting.

· Wide exposure to accounting and financial systems, policies and procedures.

· Well disciplined with proven ability to manage multiple assignments efficiently under extreme pressure while meeting tight deadline schedules. 

· Strong analytical skills coupled with an impressive commitment to excellence and an ability to drive efficiency and financial performance improvements. 

· Effective communication / interpersonal skills and a team player; interact positively with a wide range of people, and establish relationships based on respect.

· Exceptional problem-solver with keen ability to resolve accounting issues, provide for business processes for the improvement.

PROFESSIONAL EXPERIENCE:
· Chief Accountant, JAFZA, Dubai (2014 – till date)

· Senior Accountant, Continent General Trading FZCO, Dubai (2011-2014)

· Accounts & Logistic officer, Continent General Trading FZCO, Dubai (2008 – 2011)
· Accounts & Admin Assistant, Continent General Trading FZCO, Dubai (2005 – 2008)
· Audit Assistant, Chandarana & Sanklecha, Chartered Accountants, India (2003 – 2005)
JOB PROFILE – Accounts & Finance

· Handled the entire Accounts of Continent General Trading, and responsible for monthly closing, preparing financial statements like Trial Balance, Profit & Loss account , Balance Sheet, Cash Flow Statement.

· Performed every accounting functions independently like Accounts payable, Accounts Receivable, Cash Management and General Ledger.

· Supervised and coordinated with subordinates and other departments as well for the smooth processing of Monthly Invoicing, closing of all jobs. Ensure all the cost & revenue has been booked and posted.

· Make sure all the invoices are generated and sent for Local customers & Intercompany.  Reconciliation of customer Accounts, intercompany books, Follow-up for the outstanding.
· Receive & check the Import Purchase Documents, Matching supplier invoices with inventory booked in ERP, pass rectification entries, Check & clarify with the staff at warehouse units about Landed cost of inventory booked, Quantity & price, Credit Note, any delay in receiving documents etc.
· Check and clarify with the Purchases dept., on supplier advances, balance payments, & Debit Notes. 

· Monthly Reconciliation of Supplier Advances, Goods in Transit Account, Custom Duty Accounts, Oversee the General Accounting processes of Inter-company, passing Fixed Assets entries.
· Handled all the Supplier Accounts. Booking of supplier invoices & reconciling the books of accounts. Processing payments by issuing cheques.
· Get the Supplier invoices Approved and signed by Directors for payment process. 

· Review bank statements and pass journal entries in books. Perform Bank Reco on monthly basis.

· Properly controlled & managed the petty cash , thereby reduced significantly the running cost of the department. Do the reconciliation of petty cash on regular basis.

· Ensure that sufficient monthly provisions are made, monthly closing of Books is done on time and furnish the management with Financials and various management reports.

· Reviewing the financials ,bring in follow up actions. 

· Initiated various MIS reports to facilitate the management to take vital decisions, Prepare and update the cash flow statement on daily basis. 

· Handled the receivables efficiently and effectively to bring down the dues from customers through continuous follow ups, Resolve disputes over invoices & arrange the collection of payments.

· Processing of LC documentation, Do client vendor interactions and coordinate for establishment amendment and acceptance of documents. 

· Liaison with banks on Letter of Credits, PDC Discounting facilities, TR etc.

· Handled bulk amounts of cash for Deposits, withdrawals and internal transfers.

· Coordinate with Sales & Logistics dept. for material delivery, Managing Business correspondence.

· Stock Reconciliation Statement, Stock Inward and Outward as per the PO and Allocation.
· Check the monthly payroll statements from HR and do the overtime calculations.
· Monitor physical count of company assets.

JOB PROFILE – Auditing

· Audit of Cash Book, Petty Cash, Bank Book, Purchase Register, Sales Register, General Ledgers & Stocks.

· Preparing profitability & Financial Statements and its Schedules as per the company’s Act.

· Preparation of Statement of Total Income for Individuals, Hindu Undivided Family (HUF’s), Firms, Company’s for the purpose of Income Tax.

· Preparing Tax Deducted at Source (TDS) & Advance Tax Challans and remitting the same to the Income Tax.

· Preparing Form-1 (Company) Form2D (Others) for the filing of Income Tax Annual Returns.

· Preparing 49A Form for applying Permanent Account Number (PAN) and remitting the same to Unit Trust of India (UTI) to facilitate the I.T Assesse in getting the PAN Card.

ACCOUNTING / FINANCIAL SKILLS & COMPETENCIES
Accounts & MIS

· Preparing and maintaining statutory books of accounts viz, journal, ledger, cash book and subsidiaries in compliance with time & accuracy norms.

· Presenting a true and fair view of the financial position of the company by preparing financial statements viz, Statement of financial position and Statement of Profit & Loss

· Reconciling sister company’s accounts and monitoring its retail outlet records as well as preparing creditors/ debtor’s reconciliation statements.

· Keeping control over the payables as per the company policy to maintain the credit facility.

Purchases & Logistics

· Identify and evaluation of supplier, negotiation of prices placing orders locally & overseas and follow up for the deliveries. Arranging forwarders for the pick up of the overseas consignments.

· Passing Online documentation for the Transfer of Ownership, Import Bill of Entry & Export Bill of Entry through E-Mirsal – II from Dubai Trade.

· Original Documents & Export Proof submission to Dubai Customs before deadline.

· Arranging inspection BV (Bureau Veritas) and applying CNCA Certificate for Export Shipments to Angola.

· Co-ordinating with Freight forwarders for Freight negotiation, container release, loading list and for Bill of Lading confirmation.

· Co-ordination with local transporter to arrange containers transport.

Financial Operations

· Preparing Project Budgets as well as conducting variance analysis to find out causes of deviation and undertaking corrective measures under the supervision of the Finance Manager.

· Liaising with banks / financial institutions to meet the Company’s requirements. 

· Initiating; managing and preparing the monthly budget in close co-ordination with General Managers, and Departmental Heads.

· Expertise in preparing Monthly Reports including receivables, payables, expenses analysis etc. 

Banking Operations 

· Managing basic banking activities like Reconciliation, Cash Management Services, Letter of Credits, Bank Guarantees, Bills Discounting, cheques discounting etc. 

· Monitoring the funds position to ensure optimum utilization of available funds towards the accomplishment of organisational objectives 

· Liaise with bank independently for all LC transactions such as discounting of bills, LC amendment and follow up.

Auditing 

· Responsible to co-ordinate with Statutory Auditors to support for the completion of Audited Financial Reports submission to Jafza

· Responsible to post journal entries for the year end closing like Depreciation, Provision for Leave salary, Gratuity, Air passage, Provision for Stock, Bad Debts, Accrued Income and Expenses.
· Preparing all Audit Requirements such as Schedule of Tangible Fixed Assets, Fixed Deposits, Margin Accounts, Loan Accounts, Prepayments, Advances , Calculation of Leave Salary & Gratuity, Aging.
ACADEMIC PROFILE

Post Graduate Diploma in Business Administration (PGDBA) – SCDL, India 

Bachelor Degree in Commerce (B. Com.), University of Madras, India. 

COMPUTER SKILLS & CERTIFICATIONS
· Computerized Accounting Packages - Oracle & Tally ERP
· Advanced skill in Excel and MS office applications, Internet , Outlook
· Diploma in Computer Applications (DCA)
PERSONAL PARTICULARS

Indian / Date of Birth: 23.02.1981/ Married / Employment Visa (Free Zone)


Holding Valid UAE Driving License              

 
Languages Known: English; Urdu, Hindi; Tamil; 
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