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Curriculum Vitae of

      MANISH
MANISH.49001@2freemail.com  


· More than 15 years of professional experience in the field of Accounts
· Performing accounting functions, managing files, records and documents.
· Self-motivated personal with ability to work independently, as well as a team member

· A self starter, quick learner and able to handle multiple tasks







 Accountant cum Executive Assistant to Chairman                                 Mar 2002  - till date 
AUTOMECH GROUP of companies, Dubai, UAE 
· Recording overall activities into Tally ERP 9 software and maintaining accounts up to Balance sheet.  

· Managing personal investment portfolio comprising of various types of  investment products in multi-currency, Fixed deposits and properties.  
· Monitoring/Reporting income arising out of various investments and properties.
· Interacting with accountants of group companies for reconciliation of owner’s current account. 

· Managing & monitoring  multiple bank accounts in multi-currency with various Local & offshore  banks 
· Liaison with bankers to short list  investment options, arranging mortgage loans, Telegraphic transfers in multi-currency and for all kinds of banking works 

· Responsible for making  timely payments of various utilities & dues  for various properties, insurance premiums, credit cards,  etc. 

· Maintained  records of assets in India such as  bank accounts, properties, investments and liaison with Auditor to file yearly Income-Tax return 
· Handled confidential material at the highest level. Maintained strict confidentiality with sensitive information, financial documents, records and personal matters. 

· Liaison  with Lawyers, external auditors, bankers, Various government and non-government authorities to resolve discrepancies (if any)
· Liaison with authorized firms  for forming and maintaining BVI and JAFZA offshore companies 
· Maintained proper filling system for  legal documents of  all the companies in group, Local & International properties. Scanning in all relevant new documents. 
· Monitored email and replied on behalf of Chairman/ Answered all incoming calls/arrange meetings. 
Accountant

Reforms Machines & Tools, LLC – Dubai, UAE                                             Dec 2004 – Mar 2007 
· A Trading company dealing in Industrial hardware Items, metals and Road Transport business. 
Accountant                                                                                     Jan 1995 to Jan 2002
Bin Fazal  Trading Co.,LLC -  Dubai, UAE                   

· A Trading Company dealing in Office Stationery, Gifts and Novelty  Items 

· Company’s activity : Importing good from various countries and distributing to wholesalers & retailers across UAE
Accountant
                                                                                       June 1988 to Dec 1993 

Vadhani  Trading Co -  Dubai, UAE                              
· A Trading Company dealing in Household/kitchenware items  
· Company’s activity : Importing good from various countries and distributing to wholesalers/retailers across UAE and Re-Export to African Countries.
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· Managing overall accounting activities in fully computerised environment up to finalization of accounts including  Depreciation accounts, Monthly bank reconciliation,  Inter-company accounts reconciliations Accruals and prepaid expenses.
· Handling banking jobs  such as Letter of Credit (Import/Export), Maintaining Trust Receipt account , Local Bill Discounting and Bank Guarantees   
· Monitoring Asset Movement & Maintaining Fixed Asset Schedule in MS Excel worksheet.
· Issuing computerized Sales Invoices & Posting Purchase Invoices. 

· Reconciliation of Inventory items with the help of Store Manager.  
· Periodical reconciliation of  Accounts Receivables/payables and processing the payments to suppliers. 
· Monitoring Petty cash expenses and bank transactions 
· Preparing monthly M.I.S. for management
· Recording all types of accounting entries  in accounting software
· Liaison with external auditors


· Bachelor of Science (B.Sc.)   -- May 1984 (From Bombay University - Passed in  Second Class (Major subject : Mathematics) 
 
· Have knowledge of   MS Window, MS Word & MS Excel, Internet & E-mail applications  

· Have knowledge experience of Accounting packages like –E-X-, Tally & Peachtree 

Person
al DetaNationality


Indian


Date of Birth 


June 15th  1964

Marital Status 


Married 

Gender



Male

Language Known

English, Hindi, Gujarati
Visa Status 


Employment Visa 

***
Personal & Professional Profile 





Current Job Profile & Previous Work Experience


 








Proven Job Role 





Education





Computer Awarness 





Personal Detail









