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Application for the Post of
:
CREDIT CONTROLLER/ACCOUNT PAYABLE/

                                                              RECEIVABLE/PAYROLL ACCOUNTANT
PERSONAL  DETAILS:

Nationality



:
Indian (Male)

Place & Date of Birth


:
Kollam, Kerala.  19th Nov, 1966.

Languages  Known


:
English, Hindi, Malayalam, Tamil 
Driving Licence


:
UAE  D/L  & Qatar D/L






CAREER  OBJECTIVES
To seek a challenging career in a fast paced organization where my education and experience best commensurate and my creative approach can flourish and improve the long term building potential of the organization.

PERSONAL  SUMMARY

· Possess 10  years of Gulf Experience in Accounts.
·  Experience in Data’s entering in to Accounting software, Various Reconciliation, General Ledger, Complete process on payables and receivables, Payrolls, Cheque processing.
· Liaise with customers, suppliers, bank and auditors.

· Ability to appreciate technology developments and use technology to improve the overall service provided by the Finance function.

· Self motivated, with the ability to work independently, or as a team.
· Excellent Interpersonal and Cross Cultural communication skills.
· Good Knowledge of MS Office,  Word,  Excel, Internet Concept, DacEassy, Sage50, Tally 9ERP.
ACCADEMIC  QUALIFICATION
(1988) Bachelor of Commerce Degree from Ranchi University, Ranchi, Bihar State, India.
EMPLOYEMENT  HISTORY
	Oct  2013  to  Till date


	HOUSING .

            (Manufacturing of Prefabricated Houses.)
	SHARJAH-UAE


Position Held

:
“SENIOR ACCOUNTANT”  

                                                 (Payables & Receivables,  Payroll (Reporting of Managing Director).

Work Profile

: 
* 
Ensuring managed accounts are reconciled and statements are emailed on a regular basis

* 
Ensuring that the invoices are billed accurately and reaches the customers 
on time.

* 
Ensuring the automated invoices  is running correctly in the Accounting 
system.

* 
Ensuring that the Credit Application form is properly filled up and 
due-diligence is done correctly.

* 
Ensuring that the Sales audit is done immediately after the invoicing for the preceding month is completed.

* 
Ensuring all systems records are kept up to date and liaising and building  
relationships with various internal teams to ensure queries are dealt with effectively

•
Supervises the Accounts Payable team; drives continuous  improvement 

•
Provides motivational and developmental leadership to AP  staff on a daily basis to enhance team performance and  work product 

•
Develops implements and maintains Accounts Payable systems,  procedures and policies to ensure adherence to Company guidelines 

•
Establishes and communicates standard operating procedures to improve  efficiency of the AP team and expedite workflow 

•
Oversees and participates in month-end closing processes within AP 

•
Organize and maintain the AP filing system, including paper and electronic invoices, general accounting data and providing scanned  invoices and related documents for all balance sheet accounts to general ledger accounting staff 

•
Manages supplier relationships through prompt payment and reconciled  account activity 

•
Ensures all vendors are paid per contractual terms and that inquiries  and payment issues are responded to and resolved in a timely manner 

•
Ensure the Accounts Payable team are replying to all queries in a timely manner and all queries are dealt with correctly and efficiently 

•
Provides problem and invoice resolution assistance to vendors and  internal company personnel with tact and diplomacy 
Controlling: 

• 
Audit support with internal and external auditors 

• 
Maintain AP & AR Invoices in a register and in Excell as well as in accounting software for the month end reconcillation. 

• 
Control on Petty Cash 
• 
Control on Payroll.

	June 2007  to  Jan 2013

	NAEL  &  BIN  HARMAL HYDROEXPORT, WLL
 (Road Construction, Cable Lying, Sewerages   etc.)
	DOHA-QATAR


Position Held

:
“SENIOR ACCOUNTANT”   (Reporting of Chief Accountant).

Work Profile

: 
Follow up collection and allocation of payments

Carry out billing, collection and reporting activities according to specific deadlines.

Reconciliation of accounts.

Monitoring customer`s account details for non payments, delayed payments and other irregularities.

Maintain accounts receivable customer files

Provide documentation required by auditors, donors and/or project partners

Follow established procedures for processing receipts, cash ,chq etc

Investigate and resolve customer queries.

Organizing a recovery system and initiate collection efforts.

Communicating with customers via phone, email, mail etc.

Keeping record of group Treasury. 

Update the records day to day and follow up of returned cheque.

Verifies validity of account discrepancies by obtaining and investigating information from the customers

Protects organization's value by keeping information confidential


	March 2004 -  June  2007


	AL NAHAR PREFABRICATED HOUSES CO LTD
           (Manufacture of Prefabricated Houses)


	SHARJAH-UAE




Position Held:

“ACCOUNTANT”  (Reporting to Managing Director)


Work  Profile

:
Preparation of complete Accounts, Cheques, day-to-day sales & purchase statement,  Petty cash statement,  Generating Payrolls & Payment of monthly Salaries,  Handled independently with receivables & payables,  Preparing Current/Post dated cheques & its schedules,  Auditing the inward and utward delivery vouchers and Documentation, process bank payment including TT’s and invoice discounting and bills discounting, Develop and maintain fixed asset register
References available on request                                                                                                                

