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RAJEEV 
Mobile: Whatsapp +971504753686 / +919979971283 | Email: Rajeev.94643@2freemail.com  

Executive Profile
Young, energetic, and highly talented accounting professional with over 7 years of experience with 3 years international experience in  UAE. to be a competent professional through consistent learning and contributing Significantly to my field and to work in a challenging, fast paced and a state of art environment that continuously uses a blend of people, resources , creativity & emerging technologies to reach excellence in personal and protective goals, Able to motivate personnel to high performance standards and excellence, Skilled in communicating ideas and guidance on all levels, and Excellent knowledge of English.
EXECUTIVE COMPETENCIES
♦ Preparation of Profit & Loss, Balance sheet and bank reconciliation
♦ Preparations of invoices
♦ Preparations of General Ledger / Accounts Payable and Receivable   
♦ Preparations of product movement analysis 
♦ Reconciliation of Accounts with the Bank, Debtors, and Creditors         
♦ Forecasting about product sales and expenses
♦  Preparation of MIS Report                         

                             ♦ asset management
♦  Inventory  management                                                                         ♦ Administration skills on accounting
♦ Monitoring of Funds-Inflow /Outflow                                                       ♦ Local purchase orders(lop) for  retail centers
♦Payroll management                                                                               ♦ Maintaining the accounts in people soft JDE
              
♦Having well command over English and excellent in dealing with clients  and  Customer care skill
PROFESSIONAL WORK HISTORY
M/s. EUROSTAR COMMUNICATIONS L.L.C


                          DEC-2005 to JAN-2009
Accountant Executive 



                                      Dubai, UAE
Eurostar is one of the top most leading companies in the field of Satellite Communication Industry and home appliances in UAE, and having branches in and around UAE countries , Africa, China, Middle  East , Manufacturing Receivers, Dish Antenna, and home appliances exporting the same to all over the world 
Major Responsibilities
· Preparation of final Accounting reports : Helping to senior accountant  while making final accounts 

· Preparation of MIS Reports: In MIS reports preparing daily billing an collection report, Daily expenses statements, weekly budgets, debtors  statement, profitability statement, monthly cash flow statement, monthly balance sheet, variance reports 

· Reconciliation: Reconciliation of Accounts with the Bank, Debtors and Creditors periodically and depends upon the transactions had with them, weekly, or monthly
· Coordinating group leader : As a role of an coordinator , to coordinate  the accounting functions of various branches , clear the queries of the branch accounts and supporting them
· Fund management: Monitoring of Funds-Inflow /Outflow Generating fund flow statements on basis of weekly/monthly/ annually 
· Credit Controlling: Monitoring the bills prepared and allowed to the dealers up to the limits sanctioned to them by the management and try to collect and control the limit of bills to them. Taking  Debtors collection status on daily basis generating debtors and creditors  and reconciliation on quarterly basis 
· Receipts and Payments : Maintaining Records, generating receipts made and accounted as per LOP. The payments which are made issued and accounted in the respective heads.
· Generating invoices and discount entries  : Preparation of Invoices and ensured that correct price is billed with the correct quantity after considering the credit terms and discount terms as per purchase orders

· Inventory management :Controlling of inventory for branch, Maintaining of stock ledger and periodical checking of stock
· Tracking Collections: Preparation of chart and as per the dates agreed sending the assistants to the Debtors place towards the follow up of payments
· Generating Local Purchase orders for showroom : Showrooms are selling some of other companies products if customers have required  made for local purchase
· Monitoring the sales of products:  preparing product movement analysis for each and every month and reporting Forecasting sales:  making sales forecasting biased on product movement   analysis for helping sales team

Professional Work History
Amway India Enterprises




                                          Feb-2004 – Oct 2005
Accountant Cum Head Casher       





             Thrissur, Kerala – India   
Amway India Enterprises is one of the American based top most leading Net working company in India dealing with the consumer products. They have lot of branches (product distribution centers) all over India most of the branches  are  doing turnover  more than 3 core Indian rupees per month.
Major Responsibilities

· Responsible for day-to-day working of Accounts department
· Preparation of MIS reports 
· General Ledger/ Cash & Bank book / Journal Entries:  preparing day to day journal entries for branch  
· Bank Transactions /Bank Reconciliation Statement: making bank reconciliations for the branch and make report and sending to H O
· Inventory management : taking inventory reports and  product movement  for helping warehouse team
· Fund  management  for the branch: monitoring of fund flow, handling  trade cash, bank dealings  and  petty cash handling for the ranch
· Preparation of expenses statements: preparation of expenses statements on weekly/monthly basis 
· Responsible for sales accounting : preparing sales report  and  cash transitions reports and sending to HO in daily  biases, and sending monthly report to HO   
· Preparation of accounts payable and Receivable statements and aging analysis: Making reports and verifying about  the credit facility customers transactions     
· Generating  invoices: Preparation of Invoices and ensured that correct price is billed with the correct quantity after considering the credit terms and discount terms as per purchase orders
Aptech Computer Education
                                                                                        Sep 2002 –  Jan-2004
Assistant Accountant cum Faculty



                                     Thrissur, Kerala – India
Aptech computer education is one of the best computer education centers in India. They have branches in most of the sate in India as well as all over world.  

Major Responsibilities 
· Responsible for the smooth running of the Accounts Department 
· Processing Invoice and Receipt and Payment Voucher: preparations of payment vouchers for students and fees collection reports  
· Bank Dealings and Bank Reconciliation : doing bank dealings and reconciliations reports for the management 
· Preparation of financial reports: Preparation of final reports for the branch with senior accountant
· Payroll Management: doing payroll preparation for the staff
· Fund management: petty cash handling for the branch 
· Teaching accounting software Tally : teaching accounting software Tally together with accounting job in Aptech computer center
,



Academic & Professional Qualifications
Master of Business Administration (MBA- FINANCE)- 2008, Madurai Kamraj University, Tamil Nadu, India 
Bachelor of Commerce (Bcom) – 1999, Calicut University, Kerala, India(First class)
Technical Qualification & Skills
2Year HDSE (Higher Diploma in Software Engineering) From Aptech Computer Education – (2000), Thrissur – Kerala, India
· Well Versed With Internet, e-mail, Ms Office, People Soft ERP(JDE), Tally 6.3  Etc

· Intermediate Knowledge in VB 6.0 , Access2000, SQL Server 2000, C++, AS400 etc
Personal Details 
Nationality         :  Indian
Date of Birth      :  27-01-1979
Languages        :  English / Hindi/ Malayalam
Visa Status        :  Visit, ________________________________________________________________________________________________________
