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Career Profile:

An accomplished and talented accounting professional with more than five years of experience in managing accounting, accounts payable & receivable and administration. Seeking a position in accounts and admin to utilize my skills and experience in the mentioned field. 
Professional strengths: 

· Well acquainted with accounting principles, procedures and book- keeping techniques 

· Deep knowledge in arithmetic and statistics field that ensures accurate accounting calculations 

· Ability to pay attention to details which helps to detect discrepancies in accounting entries 

· Excellent organizational and time management skills that ensures timely execution of work in appropriate manner 

· Brilliant communication and coordination skills that help to become a team player 

· Ability to supervise teams, improve workflow, accuracy and efficiency 

· In-depth knowledge of financial reporting, data review and reconciliations 

· Familiar with vendor relations, implementation of technologies and program management 

· Ability to establish good relationship with service providers and vendors 

Professional Experience:
Group, Dubai
Mar’2005 till date
· Preparing and Checking the Invoices for clients and entering maintaining the files.

· Making receipt for collections, depositing the collections in to the bank. Maintaining the proper accounts, entering the receipts in the client account and bank account.

· Keeping collections register and follow up with the client. Preparing and sending credit note if required and entering the accounts after approval. 

· Ensure the document submission and acknowledge copy in coordinate with bill collector. 

· Collecting the statement of account from the client and reconciliation.

· Reconciliation of bank statement on weekly basis.

· Responsible for timely payments of dealer invoices, 

· Handling the petty cash and making payments for all after the approval.

· Maintaining the files for tenancy contract, deposits and other admin work.

· Performed general office duties and administrative tasks. 

· Prepared weekly confidential sales reports for presentation to management. 

· Managed the internal and external mail functions. 
· Month of end help full MIS Report.
Reporting to finance manager and other works as requested by finance manager as and when
TVS COMPANY IN INDIA
Apr ’2004 to 2005 till date
Accounts payable 
· Maintain a database of transactions with details like name of vendors, goods purchased from them, total amount payable, amount paid, number of installments, last date of payment, mode of transactions etc 

· Verify the details on invoices with that on the purchase orders. Resolve the variations, if any. 

· Ensure that payments against invoices are done as per the organization's rules and policies. Confirm that the remittance documents are signed and stamped by the accounts manager before dispatching them to the vendors 

· Ensure availability of funds with the accountant before issuing cheques or withdrawing cash. 
· Responsible for handling customer queries 

· Kept records on accounts like expenditures, loss and profit 

· Handled the tasks of generating financial reports 

· Liased with bankers, insurers and solicitors regarding financial transactions. 

· Assisted customers in terms of requirements and maintained library 

· Prepared financial reports and statements, and oversaw day-to –day activities of the accounts payable department 

Himath Pharma Agency, Tamil nadu
Sep’2003 to May’2004
Accountant cum Administrative support 

· Responsible for handling activities in accounts payable and receivable 

· Handled the tasks of generating financial reports 

· Responsible for timely payments of dealer invoices, 

· Sent and processed credit memos and purchase orders 

· Assisted in maintenance and completion of general ledgers 

· Handled the tasks of negotiating due accounts 

· Contacting customers concerning payment dues and account collections

· Performed general office duties and administrative tasks.  

· Handled the tasks of providing administrative support through drafting official correspondence of the company, filing, typing, and data entry 

· Distributed employee payrolls and time cards

Educational Summary: 

MBA (waiting for Mark List) Bachelor of Commerce from Bharathidhasan University, Tamil Nadu, India. (Certificates Attested from UAE Embassy, Delhi, India).
Driving License:

· Having Valid UAE Driving License (Light Vehicle) 

Computer Skills: 

   Software Application

Oracle Financials 11i   -Sound Knowledge of Front End Oracle Financial modules 

Such as Payable, Receivable, General Ledger, etc.

  Sound Knowledge of MS-OFFICE. 
       Diploma in Computerized Accounting 

Excellent knowledge in Tally,ORION,ERPAccounting  Software.    

Diploma in English type writing Shorthand (40.w.pm).

Achievements: 

· Achieved Best Employee  Award from Gitex Emax Electronics LLC in the year 2010
Personal Details:

Date of Birth

: 05-12-1982
Sex


: Male

Nationality

: Indian

Religion


: Muslim

Marital Status

: Married

Visa status

: Employment (Transferable)

Language’s known
: English, Tamil, Hindi & Malayalam.

I hereby declare that the above-mentioned particulars are true to the best of my knowledge.
























