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 RESUME

           maya 
( : maya.75853@2freemail.com               
        DUBAI, U.A.E.
     
OBJECTIVE:
Looking forward to a challenging and rewarding career in a professionally run and forward thinking organization where I can sharpen my talents and enrich my experience by serving to the best of my ability.
HIGHLIGHTS   

· Market Knowledge, Client Communication, Process Improvements.

· Aim to ensure funds are spending more wisely in accordance with the company policy.
· Capable of handling accounts up to finalization and auditing & Reporting.
· Strong confidence and highly motivated.
· Ability to understand and follow new system.
· Strong computer knowledge and well versed in MS Office, SAP, Tally, Peachtree, Focus 7, Focus 6, Sage ERP & customized other accounting software’s.
EXPERIENCE SUMMARY

Overall 16 years experience in Accounts & Finance Department with Trading (Wholesale & Retail) and Printing Industry. Now works in a Fast-Moving Consumer Goods (FMCG) trading industry.
· UPI LLC, Dubai, U.A.E.

UPI LLC is in the field of Hotel Guest Amenities, Toiletries (FMCG), Bedding, Linen, Leather items & Wooden items having Sister Companies in Hong Kong and in India. 
Designation 
: Senior Accountant/Finance Controller 
Reporting To
: The Management
Period 
: Jan-2014 to Mar-2016 

JOB PROFILE
· Preparation of Budget and cash flow.
· Preparation of Budget variance analysis on periodic basis.

· Preparation of Monthly P&L and Balance Sheet.
· Providing complex financial statements and analyzed financial data for Management decision making.
· Review of Banks, Customers, Trade Vendors, Non-trade Vendors & Contractors and Inter-company reconciliations.

· Releasing payments according to the cash flow and priority basis.
· Approval of Purchase Orders after considering the cash flow, lead time, minimum order quantity & inventory turn etc. 
· Knowledge of Material Safety Data Sheet (MSDS), Municipality approval and Customs clearance in Import of goods.
· Verifying service purchase invoices are as agreed or contracted rate.
· Monitor the allowances to employees and deduct if exceeded the limit.

· Maintaining a perfect track of PDC issued and PDC received in in-house system so maintenance of cash flow becomes easy.
· Verifying Invoices, DN, GRN, PV, P.O and Quotations.
· Reconciling 3rd Party warehouse inventory with in-house system inventory on a monthly basis. 
· Advance Settlements according to company policy and leave settlement & final settlement according to the UAE Law.

· Monitoring of bank, arranging Working Capital Facilities and Mortgage Loan.

· Liaise with banks to all banking related matters.

· Processing Payroll under WPS and disbursement of Salaries.

· Maintaining Fixed Assets, Accruals and Provisions monthly updated.

· Handled year-end audit process with external Auditors.

· Providing various kinds of Financial & Inventory MIS to Management.

· Making Break even analysis report.

· Be the first point of contact for all HR-related queries.

· Administer HR-related documentation, such as contracts of employment.

· Ensure the relevant HR database (DOJ, Visa Expiry, Leave and leave salaries, Gratuity, Annual air ticket) is up to date, accurate and complies with legislation.

· Supported in Implementation of ERP Software and migration of accounts from old to new software.
· Uniworld FZE, Jebel Ali FZE, Dubai, U.A.E.

Uniworld FZE is a Company with a turnover of over 100 Millions and having sister companies in US, UK, India, Pakistan and Afghanistan.
Designation 
: Sr. Accountant/HR Administrator
Reporting To
: Group Finance Controller
Period 
: Aug-2011 to Dec – 2013
JOB PROFILE
· Review & Reconciliation of Banks, Customers, Trade Vendors, Non-trade Vendors & Contractors and Inter-company reconciliations.

· Creating Payments, Recording Receipts.

· Verifying Invoices, Packing Lists, Receiving Reports, Purchase Orders and Quotations.

· Advance settlements including travel advances in foreign currencies.

· Cash Flow Preparation.

· Monitoring of Bank Accounts, L/Cs, Bank Guarantees.
· Liaise with banks to all banking related matters including call back confirmations to payments.

· Processing Payroll and disbursement of Salaries.
· Posting of important monthly journal entries (Accruals and Provisions).
· Purchase, Custody and Reconciliation of Foreign Currencies.

· Complying with monthly closing plans.
· Experience in handling year-end Audit process with Auditors.

· Providing various kinds of MIS reports to Finance Controller.
· Helps in making departmental monthly Budgets, Cash Flow statements and Break even analysis on new projects.
· Be the first point of contact for all HR-related queries.
· Administer HR-related documentation, such as contracts of employment.
· Ensure the relevant HR database (like Leave and leave salaries, Gratuity, Annual air ticket) is up to date, accurate and complies with legislation.
· Preparation of leave settlements and final settlements accurately.

· Custodian of Passports and HR related employee files.
· Magrabi Optical Co. LLC, Dubai, U.A.E.

Magrabi Optical Co. LLC is a Company having Inter-Companies among GCC Countries under SAP environment. I was independently handling the Receivables division for UAE & GCC Countries and directly reporting to the Finance Manager.  All The Accounts is centrally managed on the SAP System, hence quite acquainted with SAP language.
Designation 
: Accountant (GCC)
Reporting To
: Finance Manager
Period 
: July-2008 to July-2011
JOB PROFILE
· Submission of insurance claims to various insurance providers 

· Recording collections from the insurance companies and reconciling their accounts monthly.
· Reconciliation of Sales under commission based special agreements with various clients.
· Reconciliation of banks with ledgers.
· Complying to monthly closing plans & reconciliation with GL.
· Reconciling and making Payments to vendors and for petty cash with various branches.

· Reconciliation of Accounts of Sister Concerns and Suppliers/Customers and Inter companies.
· Recording of various kinds of general ledger entries, salaries entries and Accruals & Provisions.

· Accounts Receivables & Payables ageing Analysis, Monthly Profit & Loss A/c Analysis.
· Sales Analysis & Preparation of Various Sales Reports for Management’s Review.
· Budgeting and Variance Analysis for receivables division. 

· Monthly/Periodic MIS Reporting to Top Management.
· Liaison with External Auditors.
· Nile Marketing, Calicut, India
Nile Marketing is a Retail / Whole sale trading concern in Flex/ Vinyl Printing Machines, Routers, Engraving and Printing Materials. It is having branches in various parts of Kerala and my participations were as mentioned below. 
Designation 
: Senior Accountant / Tax Practitioner
Reporting To
: Managing Partner
Period 
: Jul-2004 to May-2008
JOB PROFILE
· Overall Supervision of Accounts & Finance.
· Supervision of Financials AR, AP, Fixed Asset, Cash Management.
· Monthly Closing of all Accounts.
· Monitoring of Bank Accounts.
· Supervision of Stores Activities and Manage Periodic & Annual Stock Taking for proper Stock Control.
· Reconciliation of Accounts with Banks, Sister Concerns, Suppliers/Customers on periodic basis.
· Verification of Cheques/Documents before Authorized Signatories.
· Liaison with External Auditors.
· Costing of Products.
· Prepare Monthly Cash Flow Forecasting and Movement Analysis.
· Accounts Receivables & Payables Analysis, Monthly Profit & Loss A/c Analysis.
· Sales Analysis & Preparation of Various Sales Reports for Management’s Review.
· Budgeting and Variance Analysis.
· Monthly/Periodic MIS Reporting to Management.
· Finalization of Accounts for Statutory Audit and assist the Auditors.
· Income Tax, Service Tax & T.D.S. jobs and filing of Annual Tax Returns.
· Preparation of Quarterly, Half Yearly & Yearly Returns. 
· Universal Aluminium, Calicut, India 

Universal Aluminium is a Retail / Whole sale Trader of Aluminium items used for building constructions.

Designation 
: Accountant / Tax Practitioner

Reporting To
: Managing Partner
Period 
: Mar-2000 to July 2004
JOB PROFILE 
· Preparation of Trial Balance, Balance Sheet & handling accounts up to Finalization.
· Preparation of Costing for New Products & Proposed Pricing.
· Invoicing, Inventory Control, Preparation of Stock Statements.
· Reconciliation of Receivables & Payables, Credit Control and P.D.C. Management.
· Preparation of Bank Reconciliation Statement.
· Liaison with Bank operations and Overdraft maintenance.  

· Computerized Accounting using Tally Accounting Software.
· Preparation of MIS and reporting to Managing Partner.
· Supervision of all Store Activities.
· Manage Shipping Activities and co-ordination with Suppliers & Forwarders.
· Negotiate Prices and Discounts with Suppliers.
· Coordinate with Exhibitors and participating in Exhibitions.
· Supervision of routine accounting jobs and monitoring Books of Accounts.
· Finalization of Accounts for Statutory Audit and assist the Auditors.
· Income Tax, Service Tax & T.D.S. jobs and filing of Annual Tax Returns.
· Preparation of Quarterly, Half Yearly & Yearly Returns. 

· Maintenance of Partners’ Personal Accounts in Tally Accounting Software.
EDUCATIONAL QUALIFICATION
· Bachelor of Commerce (B.Com)
From: Calicut University, Kerala, India.

Optional subject: Costing
· Passed C A- PE –II (Inter) 2nd GROUP 2004, MAY.

From: The Institute Of Chartered Accountants of India.  
SOFTWARE SKILLS
· Operating System
:
Windows & Apple
· Application Software
:
MS-Word, Excel , MS -Outlook
· ERP/Accounting Software
:
SAP, Tally, Focus 7, Focus 6 , Peachtree & Sage
PERSONAL INFORMATION
· Date of Birth

:
30th May, 1971
· Sex


:
Male

· Marital  Status 

:
Married
· Nationality 

:
Indian

· Languages Known          :  


English, Hindi & Malayalam

· Visa Status 

:
Employment

· Driving License

:
UAE Light Vehicle Driving License
Declaration:
I hereby declare that all the information and particulars given above are true and to the best of my knowledge.
Date: 10th Apr 2016                                                 
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