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Career Objective

Seeking a position in Accounts / Finance in a reputed organization, where I can utilize my experience & skills to the best of my abilities and prove to be a valuable asset to the organization.

Educational Qualifications

Bachelor of Commerce

 
– University of Madras, India.

Accounting Package     

 
– Tally 6.3, 7.2 & 9.1Latest Version
Diploma in Computer Application 
– H.D.C.A( Honours Diploma in Computer Application







    Oracle, V.B. FoxPro)
Professional Experience

4 Years experience as an Accountant in Dubai, U.A.E.

4 years experience in Accounts / Administration in Madras, India. 

	From March 2005  Till Date               
	(A Leading Building & Civil Engineering Contractors, Dubai)

Position: Accountant 

	January’2001  –  Feb’2004      
	B. Nadeem & Co, Madras, India.

(Manufacture of Finished Leather and Leather Garments)

Position: Accountant


Profile of Responsibilities Undertaken

General Accounting Tasks

· Maintaining of accounts, Preparation of monthly financial statements. 

· Manufacturing, Trading and Shipping Accounts. 

· Computer & Manual Accounting up to Finalization and Monthly & Yearly Trial Balance.

· Stock reconciliation, Cost control & analysis.

· Preparing Financial Reports and Management Reports consolidated as well as Project wise.

· Bank Transactions, Deposits, Withdrawals, Transfers & Bank Reconciliation Statement. 

· Monitoring Accounts Receivables, Payables and Cash Disbursement & Expense Recording.

· Preparation of Analysis of aging debtors and creditors and follow up for payments.
· Letter of credit – negotiation in bank, preparing required documents.

· Maintain Books of Accounts, such as Debtors, Creditors, Prepayments, & PDC entry etc.
Accounts Receivables Tasks

· Preparing Invoices and Posting.

· Preparing the Income Statement, Invoice Register, Job Summary.

· Maintaining Customer Ledgers, Reconciliation and Customer Outstanding Statements. 

· Issuing the Credit and Debit memos, Payment Receiving and Bank Depositing.

· Customer feasibility reports, credit control, minimization of risk, finalization of contracts with customers in collaboration with sales and cargo departments.

· Maintain the Customer Discounts and Commissions.

· Supervising the Cashier, daily Cash and Cheque Reports.

· Assist the Finance Manager as instructed from time to time. 

General Administration Tasks

· Attending Customer enquiries.

· Provide needful support to other Departments.

· Maintain Material systems & Data, to support Purchasing, Sales and other functions.

· Maintain stocking levels, Stock Reconciliation.

· Providing administrative support to service staff.

· Preparation of Reports / Quotations, Local Purchase orders, Receipts & other documents.

· Time keeping & basic administrative work / Follow up of Management decision.

Major Professional Strength

· Well experienced in Accounts / Administration. 

· Experienced in Accounts up to Finalization, and MIS Reports.
 

· Having Good Knowledge of MS Office and Computerized Accounting.

Personal Attributes

· Able to work under pressure & meet deadlines. Good team player, always ready to take on responsibilities.

· Self-motivated/young, energetic, pro-active and eager to take challenging assignments.

· Like to mix with people/can easily get along with people of different nationalities. 

· Good communication & Presentable.

Personal Information

	Nationality
	Indian

	Gender
	Male

	Date of Birth
	17-11-1978

	Marital Status                   
	Married

	Languages Known
	English, Hindi,Urdu & Tamil,Arabic

	Visa Status
	Transferable Visa (Noc Available)
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