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	Curriculum Vitae  


                         KUMAR
KUMAR.70102@2freemail.com   

	Objective


             To secure Accounts/ Finance oriented position in a reputed company that offers a challenging and rewarding work environment where my experience and abilities will be effectively utilized.

PROFESSIONAL STRENGTH

· Ability to organize, co-ordinate, implement and control work related activities.

· Communication and visualization.

· Adaptability - capable of adapting to new environment and grasp work quickly.

· A proactive   team   worker  capable of working owns initiative and meet strict deadlines.

· Experience in busy environment. 

	& !  Educational & Academic Qualifications


· B.Com (Bachelor of Commerce) first class.
    Govt Arts college   ,melur -madurai kamaraj univer city

	: 8  Computer Literacy


· Accounting Package : Quick Books ,wings pert in accounting software

· WINDOWS                  :Ms Excel, Ms Word  and  power point, Photo Editor,  
· Adobe Photoshop  
	: 8   Experience   in   UAE


	 Present Employer



Organization

:BIN FADHIL AL MAZROUI CONT CO  LLC




  (One of the leading   reputed company in UAE and engaged in 





  The   field   of   contracting and construction business)
         Position

:  Administrator of Financial control Manager Assistant
                     Period  

: Since Sep 2004   to Up Till now
Main Duties and Responsibilities:
· Preparing  Letter of credit  monthly vices  summary and submit Daily Report  
· Responsible for preparing daily accounts and prepare Bank Payment Vouchers, cheques, Invoices, Delivery Notes, Vouchers, Receipts, and Journal Vouchers.
· Preparing  PDC cheques and Voucher writing  and posting for system , 

· Preparing Invoices  and posting for vendor  accounts

· Preparing  payroll analysis of Workers .
· Controlling of cash and bank accounts and its reconciliation. 
· Preparation of customers and suppliers accounts.
· Preparing aging analysis report.
· Follow up of Debtors / Creditors and Reconciliation of their Accounts.
· Expenses analysis of various projects.
· Ensure the proper maintenance of Accounts by the Assistant Accountants.



· Report to management with accounts statements on a monthly basis.

· Direct reporting to the Finance Manager.

· Liaison works with all payments and receipts through bank and collection of Debtors and payment   of creditors.
· Maintaining Fixed Assets Records and Depreciation Calculation.
Submit to auditors to all accounts books with supporting documents during 

	: 8   Experience in India  Senior Auditor Assistant


	Past Employer


Organization         :         R.Ramamoorthy & co   Chartered Accountants

Position                 :         Auditor Assistant   -   Part Time 
Period                    :          07/10/2000      To     15/12/2003
A  Reputed Charted Accountant Firm   of   Auditing For The project in Tamil nadu   in India 
Auditing of Accounts of various Kinds Of organizations 
Main Duties and Responsibilities:

· Preparing Vendor balance correct report ,
· Preparation of fixed Assets correct  Report and  Depreciation Checking 

· Checking for  Receipt voucher and payment voucher 

· Preparing for labour Payroll correct Report
· Checking for party current Account
· Preparing for Books of Accounts and Trail Balance .Trading Account and Profit & Loss Account and Balance Sheet.
· Preparation of sales tax Returns 
· Preparation of Income tax Returns

· Preparation of Project Report 

· Preparation of ageing analysis of vendor report 
	Personal Data



Year and place of birth
: 1983, Tamil nadu, India 


Sex



: Male 

Nationality


: Indian 


Marital Status


: Single  
            Visa Status


: Employment Visa 

	Languages Known


English


: Speaking - Writing – Typing

Hindi



: Speaking 

Tamil    


: Speaking   - writing 

Malayalam                              : Speaking

Arabic



: Working Knowledge 

·     Work Experience
            : In UAE -  3 Years   ( Full time  )  -2004 sep To up to now





: In India - 3 Years (  part time ) 2000 June To 2004 July
· All Documents will be presented upon request.
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