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	Objective:
Experience Summary:                            
Job Duties and Responsibilities:

Professional Experience:

Job Duties and Responsibilities:


	To be part of a dynamic organization where I can have a challenging career utilizing the abilities developed through my education and training.
Around 6+ years experience in Accountant.
· Accountant in Sadhana HR Solution Co. Chennai (India) from November 2011 to August 2014.
· Accountant in Technical Development Est. Al Khobar (Saudi Arabia) from February 2008 
to July 2011.   
SADHANA HR SOLUTION CO.  Chennai (India)
Accountant From November 2011 – August 2014 

· Preparing and Reviewing of various journal vouchers.

· Maintaining day / Bank books and Ledger posting.
· Preparing monthly schedules for receivables and payables.
· Prepared weekly / monthly outstanding balance report.
· Processes payments and documents such as invoices, journal vouchers, employee reimbursement, and statements.
· Prepares payments by verifying documentation, and requesting disbursements.

· Reconcile controlled disbursement and concentration bank accounts monthly.

· Verifies items billed against items ordered and received and reconciles differences through follow-up with the vender and other employees.

· Summarizes current financial status by collecting information; preparing Trial balance, profit and loss statement and Balance sheet.
· Prepared Cash flow Statement.
· Preparing time sheet & Invoices.
· Disburses funds using manual/local warrants or petty cash and makes changes according to specific instructions.
· Maintaining accounting books and records.
TECHNICAL DEVELOPMENT EST.  Al Khobar  ( K.S.A)                                    
 Accountant from February 2008 – July 2011
Introduction of Co.: A Company which have a Plant for Oil Field Chemicals (Run by Total Group-CECA of France for Manufacturing of oil field chemicals).  Dealing with Major Clients: Saudi Arabian Oil Company (Aramco), Saipem Ltd, Sino Saudi Gas Ltd, Trading and Agency agreement with Al Masood (MOISS) in oil field industry. 
· Preparing, encoding and posting of journal vouchers (JVs).

· Processing Supplier’s payments (A/P), following the company credit controls, and preparation of monthly schedules for receivables and payables.

· Maintaining records for customer’s accounts (A/R), Invoicing and giving answers of their inquiries and also getting follow up of the outstanding receivables.
· Monthly preparation of cash flow forecast.
· Responsibilities include Payroll accounting.

· Preparing and Reviewing monthly financial statements.
· Preparing Trial balance and Balance sheet from accounting system being used, submits on a monthly basis Financial Statement to be used by the management and Government entity.
· Maintained invoices for inter company transaction.
· Handling petty cash fund.
· Attend /Liaises to bank related activities.

· Maintaining accounting books and records for safekeeping and in order.  
                                                                                                                         

	Education Qualifications:
	 M.Com   -   Master Of Commerce,
 T.B.M.L. College, Bharathidasan University - (2004-2006).

 B.B.A     -   Bachelor Of Administration,
 T.B.M.L. College, Bharathidasan University - (2001-2004).


	Computer Skills:

	   Accounting Package: Tally 7.2

  Operating System: Windows 98, XP.

   Package: MS-Office.



	
	

	My Strengths:

	  Very productive in a high-stress working environment

  Hard-working, dedicated, creative and innovative problem-solver

  Integrity in dealing with confidential matters

  Possesses good inter-personal skills and proficient in oral and written               
  communication.


	Skills:
	  High Intellectual Ability
  Good Communication Skills 

  Effective Team Player

	
	

	Personal Profile:
	  Nationality                     : Indian

 Gender                           : Male
 Date of Birth

     : 07-May-1982
Marital Status                  : Married
 Languages Known          : English & Tamil 
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