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Email: suresh.70168@2freemail.com 
Post Applied for: Accountant   
Objective:

Seeking an opportunity in an esteemed organization and develop my capabilities. I want to be associated with a progressive organization that gives scope apply my knowledge & skills to obtain a challenging position with an opportunity to growth and development.
Work Experience: 6 Years (More than 4 years in UAE)

· From May 2003 to May 2007, I had been worked with M/s. Abu Dhabi Oxygen Company (One of the branches of Sharjah Oxygen Company, manufacturer and Supplier of Industrial, Medical and Speciality Gases) as Branch Accountant cum In-Charge.
· Worked as an Accountant with M/s. Korea Textile Trading, Dubai, U.A.E from October 2002 to March, 2003.

· Worked as an Accountant with M/s. M/s Soorya Garments & Sarees, Kerala. India from 2000 to 2002.

Educational Qualification:

· M.Com. from Kerala University, Kerala. India (Certificate Attested)

Technical Qualification:

· Diploma in Computer Applications.

Strengths:
· Experienced in Accounts up to Finalization and all Accounts related job efficiently.
· Experienced in Accounting Packages- Tally  / PeachTree 
· Diploma in computer Application.
· Experienced in dealing with banks.
· Fluent in English Language.
· Well experienced in Inventory Valuation.
· Hardworking & having excellent planning and coordination skill
· Pleasing manners and ability to get along with different situations and people.

Duties and Responsibilities:
As Branch Accountant cum In-Charge
· Preparing Statement of Accounts and follow up of the same.

· Receivable control through sophisticated accounting system.

· Preparing payment schedule and coordinating with head office for payment accordingly.

· Credit evaluation and assigning  credit limit to individual customers in coordination with head office

· Processing of Credit Application for new customer ( Documentation) and ensuring that the credit policies and procedures adhered to
· Coordinating with customer for Enquiries, Quotations and timely Delivery.
· Handling day to day affairs of the branch effectively and efficiently and sending report to the concerned department in the head office on various matters on a daily basis.

· Cylinder Holding Statement on a monthly basis and follow up of the same.
· Dealing with banks including deposits and withdrawals
· Bank transactions / Bank reconciliation statement / profit and loss accounts.

· Manual & computerized accounting up to Finalization and monthly and yearly Trial balance.
· Purchase payment / Store- Purchase coordination / Monitoring Inventory Control System.
· Preparation of statement of accounts, Quotations, Invoices, Purchase Orders etc
· Attending customer enquiries.
· Routine Office Administrative works, whenever it is required.
Personal Information:
Date of Birth



:
30th May, 1972.

Gender



:
Male
Marital Status


:
Married

Nationality



:
Indian

Languages known


:
English, Hindi & Malayalam.

Visa status



:
Visit 
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