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	CAREER OBJECTIVE AND SKILLS
OBJECTIVES :
With deep knowledge of finance and accounts, excellent communication skills and ability to manage independently, interested to join a reputed company, which allows me to utilize my capabilities and experience to play an important role in the growth of an organization. A management/financial accountant expert in finance planning, accounting principles, budget preparation and generate various MIS reports. I am seeking to work on the same designation with a leading growth company, where I can explore new levels of my candidature and benefit the company with exclusive results.
SKILL
· Ability to work independently.

· Able to demonstrate leadership, interpersonal and problem-solving skills.
· Excellent communication, teamwork and collaboration skills.
· Excellent Excel skills. 

· Readiness to work in a fast growth and exciting environment.

	WORKING  EXPERIENCE

	1999-2002:
Chemicals (Orissa) Pvt. Ltd.India

Title / Level:
Accountant 

2002-2004:
Gupta Steel Fabricators & Shree Durga Enterprise , India

Title / Level:
Accountant 

2005-2011:
Asmacs Engineering LLC Dubai

Title / Level:
Accountant 

2011-2012:
Magnum Security Services, Dubai

Title / Level:
Accountant & Administrator 



	PROVEN JOB ROLE

	General Accounting

· Oversee that the Accounts and finance Department is functioning accurately and efficiently.
· Regularly conduct month end and year end closing of books of accounts functions in accordance with ethical accounting principles. 
· Reconciling cash book, bank book, suppliers’ ledger and debtors Ledger on regular basis.

· Monitoring Sales register, purchase register, inventory analysis, Debit Notes and Credit Notes, debtors-creditors analysis, together with costing efforts and its supporting transaction documents.

· Coordinating with sales department with store to monitoring dispatch and delivery notes.
· Manage inventory through a specialized inventory control program, including checking of re-order level, product analysis through agency wise etc.

· Preparation of payroll, leave salary and final settlement of employees.
· Keep a healthy relationship by liasioning with all venders, contractors, sub-contractors and local authorities.
· Organize audit schedule for external auditors to consolidate with the balance sheet of the company.

· Manage Fixed Assets port-folio.
· Prepare profit & loss account and balance sheet on monthly basis.

Payable Accounting

· Handling all payable accounting transactions and attend payment enquiries.
· Check credit limits of client, check up of delivery notes, debit notes, credit notes and purchase orders. 
· Processing of invoices for payment to suppliers. 

· Preparation of creditors ageing analysis and report to management at week end.

Receivable and Fund  Accounting

· Reconciliation of sundry debtors accounts and keeping timely follow up of all receivable collections. Organize the credit limit of customers with coordination of sales manager.
· Preparation of debtors ageing analysis and report to management at week end.

Banking and Fund Sourcing 
· Liasioning with bank for L/C Matters. Bank Guarantee, Overdraft Facilities and Term Loan and Margin accounts documentations. Fund Transfers and all correspondences.

· Management Liasioning with other financial institutions for raising fund and non-fund based facilities to meet working capital requirements, preparing reports as required by banks and financial institutions. 
Budget & MIS
· Formulating budgets and conducting various analysis to determine difference between projected and actual results and implementing corrective actions . 
· Managing the company’s financial accounting function & monitoring reporting systems in line with GAAP. Producing accurate financial reports to specific deadlines. Responsible for internal controls and processes in line with corporate policies.
· Preparation of all MIS reports to provide feedback to top management. 
Payroll Accounting: 

· Review of monthly payroll for correctness prior to approval.

· Preparation of monthly time sheet for workers payments.

· Calculating the salary of each individual and their dues as per WPS system.

· Keeping record of staff advance.

· Make provision for leave pay, and other end of term benefits.

Administrative Functions:-

· Preparing documents for visa application, cancellation and renewal of employees and staffs.

· Keeping leave record of all employees and staffs.

· Preparing documents for license renewal of company.

· Keeping all details of vehicle registration, renewal of mulkiyas and servicing at specific kilometers.

· Booking  of air tickets for all employees and staffs. 



	

	EDUCATION


1. MBA Finance from Utkal University in the year of 1998.
2. ICWAI (Inter) from ICWAI in the year of 1995.  

3. B. Com from Sambalpur University., Orissa in the year of 1992.

4. Intermediate of Commerce from C.H.S.E, Orissa in the year of 1989.

5. Xth class from Board of Secondary Education, Orissa in the year of 1987.
	COMPUTER SKILL



	Accounting Software 

	ERP-Peachtree, ERP-TALLY- 9.0

	Operating Skill
	Ms-Word, Ms-Excel, Internet and E-Mail

	
	

	
	

	PERSONAL DETAIL

	
	
	

	Nationality:
	
	Indian

	Date of Birth:
	
	07th July 1972

	Marital Status:
	
	Married

	Visa Status:
Visa Expiry: 


	
	Residence Visa
 11th Dec’2014


	Languages:
Driving-License:
	
	English, Hindi, Odiya
Valid UAE-Driving License

	Reference:
	
	Available upon request


I do hereby declared that the above given information are true to the best of my knowledge.
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