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	OBJECTIVE

	To work in an organization, where uses my knowledge and skills for the development of its process growth. Seeking a position to utilize my skills and abilities in the industry that offers professional growth being resourceful, innovative and flexible. 

	PROFILE

	· 10+ years experience in handling accounts responsibilities in India & GCC with reputed Organizations.
· Hold a Bachelor Degree in Commerce (B.Com.) & PG Diploma in Computer.

· Proficient in computerized accounting & MS Office Applications.

· Efficient in handling accounting responsibilities up to finalization.

· Have excellent communication skills in English.

· Can work under pressure & meet deadlines. 
	

	EDUCATIONAL BACKGROUND

	Bachelor of Commerce (B.Com)
	2002

	Calicut University, Kerala State, India.
	

	PG Diploma in Computer Application (PGDCA)

Rajiv Gandhi Education Foundation, Trissur, Kerala, India.
	2002

	
	

	EMPLOYMENT HISTORY

	Accountant General :  Archana Traders, Pilathara, Kannur,Kerala State, India (Aug 2014  onwards)
Accountant Payable : Oman Agriculture Development Co. SAOG, Sultanate of Oman(Dec 2012 – May 2014)
Accountant General : Tafseer Contracting Company (TCC), Abudhabi, UAE (Nov 2010 – Dec 2012)

	Cost Accounts Clerk : Dutco Balfour Beatty LLC, Dubai, UAE (March 2008 – Nov 2010)
	

	Accounts Clerk         :  Hadeed Engineering Services FZE, Sharjah,UAE (Dec 2006 – Feb 2008)

Accounts Assistant  :  Computron, Bangalore, Karnataka, India (Nov 2004 – Nov 2006)
	

	
	 

	COMPUTER SKILLS

	· MS Office: Word, Excel, PowerPoint, Access.

· Programming: C, C++, Visual Basic.

· Internet & E-mail applications.

· Accounting Packages: Tally7.2, 7.6,9. DacEasy, ERP, Oracle, and Peachtree.
PERSONAL DETAILS

 Nationality: Indian 
                Date of Birth: 1st June 1979                   Marital Status: Married

Religion: Hindu


       Sex: Male


                   

 Languages Known: English, Hindi, Kannada and Malayalam.                         Place of Issue: Muscat
REFERENCE
Available upon request


	ACCOUNTING SKILLS & COMPETENCIES

	Financial Accounting:- Maintain day book; cash book; purchase book; sales book & ledgers; bank book; GL; prepare bank reconciliation statement; inter-companies reconciliation; trial balance; profit & loss account; finalization up to balance sheet.


	JOB PROFILE


· Entering of Purchase/Sales, Receipts/Payments on daily basis, Reconciliation of various bank accounts, various customer accounts.

· Assist Finance Manager in preparation of  Monthly Financials, Preparation of  Receivable Statement and Follow up for Payment

·  Ageing analysis of Payables and preparing documents for effecting payments, Providing necessary support to auditors in connection with audit

· Settlement of Leave salary, preparation of final settlement, Payroll Generation for both Salary & wages and Verify the accuracy of OD interest charged by various banks
· Verification of petty cash bills, preparation of petty cash statements and posting the same in system.

· Preparation of purchase orders, Journal Voucher and Credit Note & Debit Note
· Preparation of Profit & Loss Statement, monthly closing and Cost Accounting Reports.

· Compile and analyze financial information to prepare entries to accounts, such as General Ledger  Accounts & document business transaction

· Establish, maintain, and coordinate the implementation of accounting and accounting control procedures. 

· Analyze and review budgets and expenditures for local and international Activities. 

· Monitor and review accounting and related system reports for accuracy and completeness
· Prepare and review budget, revenue, expense, invoices, and other accounting documents. 

· Analyze revenue and expenditure trends and recommend appropriate budget levels, ensure expenditure control.
· Explain billing invoices and accounting policies to staff, vendors and clients, Resolve accounting discrepancies and Interact with internal and external auditors in completing audits.
	DECLARATION


I solemnly affirm that the above-furnished particulars are true to the best of my knowledge and belief.
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