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PROFILE SYNOPSIS

EDUCATIONAL QUALIFICATIONS
	Bachelor of Commerce, University of Calicut, Kerala, India

	1993

	Certificate in Practical Accounting & Taxation, Tax Study Centre, Kerala, India

	2000

	Certificate in Computerized Accounting, Rajiv Gandhi Education Foundation, Kerala, India

	1998

	Diploma in Travel & Tourism Management, Institute of Travel  & Tourism Management, Kerala, India
	1995


CAREER ACHIEVEMENTS

· Consistently contributed to previous companies in safeguarding finances and detecting frauds through preparing accurate final accounts, ensuring its reliability and worthiness.

· Recognized for resourcefulness and initiative in all assignments to support the management plans.
· Gained comprehensive knowledge and understanding of the entire flow of business operations, their documentation requirement and subsequent accounting and reporting.

PROFESSIONAL EXPERIENCE
	General Accountant, Rent A Car, Sharjah, united Arab Emirates 


	Mar 2008 –May 2013

	Chief Accountant, Formosa Shoe Company Pvt. Ltd., Kerala, India


	Dec 2002 – Mar 2008

	Accountant, Sanari Trading Company, Kerala, India


	Oct 1999 – Dec 2002

	Temporary Clerk, Malappuram District Co-operative Bank Ltd., Kerala, India


	Nov 1998 – Aug 1999

	Accountant / Counter Staff, Fayeda Travel Agency, Kerala, India
	Feb 1995 – May 1997


AREAS OF EXPERTISE
	· Handle complete books of accounts independently up to finalization with zero error tolerance including books of transaction, cash, stock, production and other related jobs. 

· Monitor all general ledgers accounts together with costing efforts and its supporting transaction documents. 

· Handle reconciliations and collections of due account receivable on regular basis including follow ups.  

· Prepare bank reconciliation statements and final accounts such as Profit & Loss Account and balance-sheet. 

· Skilled in using Tally & Peachtree software to perform accounting transactions.  
· Knowledge in Letter of Credit and export - import documentation process.
· Capable to delegate and supervise various accounting works assigned to staff and providing necessary guidance and instructions to meet deadlines and achieve needed result.

· Provide analytical view on cost control; determine deviations and suggest improvements.  
· Streamline process and procedures to attain greater efficiency in workflow and deliverables.
· Uphold awareness of applicable laws and regulations to maintain up to date compliance.


PROVEN JOB ROLE

	General Accountant, Rent A Car
· Prepared, examined and analyzed accounting records to ensure that the company books and records are up-to-date with functional responsibility for payroll, general ledger management, accounts payable and inventory.
· Managed company accounts from recording to finalization. Setting up table of accounts and assigned entries to proper books of accounts.
· Reported to management regarding the finances of establishment; Prepared cash flow budget, managed cash position and banking relationship.
· Liaised with banks for loans and financial procurement.

· Handled accounts payable, processed and followed up on accounts receivables.
· Reconciled bank statements on monthly basis.
· Explained billing invoices and accounting policies to staff, vendors and clients.
· Supervised, developed, and maintained financial data bases, managed computer software systems   and manual filing systems. 
· Kept track on traffic fine and Salik charges incurred by the company clients ensuring compliance with payment.
· Performed administrative related tasks such as documents verification on clients’ application for rent a car; maintained staff attendance record, leave, visa expiry, medical records plus staff vacation schedule.
· Carried out payroll functions; processed payroll as per WPS, timely transferred  salary to bank, maintained confidential payroll record, prepared annual leave salary plus end of service benefits of employees in accordance with labour law.


	Chief Accountant, Formosa Shoe Company Pvt. Ltd.
· Report direct to the company management on accounts and bank’s balances.

· Analyze business operations, trends, costs, revenues, financial commitments, and obligations, to project future revenues and expenses or to provide advice.

· Calculated and dealt with government offices for submitting taxes such as VAT, income, TDS and Service Tax.

· Kept an updated record of company fixed assets.

· Prepared Letter of Credit and documents for import of raw-materials and machinery.
· Attended month end physical stock of raw-materials, work in-progress, semi-finished and finished goods to inventory. 
· Evaluated the cost of goods produced as per cost concept to rate inventory in the year end.
· Developed projected financial statement based on audited balance sheet for additional fund from bank.
· Retained employee registers including Wages, provident Fund, Insurance and Tax Returns.
· Prepared financial statements, reports and supporting schedules and complete month-year end close 
leading financial audits.
· Liaised with company auditors during audit and addressed to their inquiries.

· Managed and maintained office records such as daily books of accounts, ledger, stock register, production register plus finalized annual accounts independently.


	Accountant, Sanari Trading Co.
· Assumed full accountability on maintaining books of accounts up to finalization.
· Furnished books of accounts copy to the sales department including other internal units.
· Prepared monthly sales tax return and filed accordingly to the tax authorities.
· Reconciled bank statements and kept cash book, ledgers, sales plus purchase registers updated.
· Followed up on accounts receivables from debtors; managed effectively business correspondence. 


	Temporary Clerk/Cashier, Malappuram District Co-operative Bank
· Entered transaction in the customers ledger account.
· Assisted counter customers on their loan applications, coordinated processing and maintained documentation of the same.
· Handled clearing of inward bills by issuing demand draft to the bank and debiting to customer accounts.
· Prepared and supplied demand draft plus fixed deposit receipt for the customers.
· Generated daily report of stock statement and report to the Head Office.


	Accountant / Counter Staff, Fayeda Travel Agency
· Posted daily entries into books of accounts and ledgers.
· Accountable in preparing trial balance, profit & loss account and balance sheet.
· Prepared bills and vouchers; dealt with customer inquiries on the counter.
· Monitored and kept on updating the ticket stock register.
· Created fortnight statement of ticket sales to airline.


IT SKILLS

	· Well versed with Tally and Peachtree Accounting software packages & Gate-way ERP.
· Proficient with  MS Office (Word, Excel, Access & Power Point), Internet & E-mail applications


PERSONAL DETAILS

	Nationality
	: Indian

	Date of Birth
	: 25th May 1970

	Marital Status
	: Married

	Visa Status
	: Visit Visa 

	Languages
	: English & Malayalam

	Reference
	: Available upon request





Abu Dhabi, UAE








Highly experienced Accountant with track record in diversified industries seeks placement in progressive organization to utilize and maximize the potential of education, experience and gained skills. Excellent competencies in accounts finalization, books of accounts management, posting, reporting, tax calculation & filing, statutory compliance with strong command over administration and personnel coordination. Well-organized team leader with excellent analytical, communication, coordination, problem solving, and time management skills. Well versed with Peachtree and Tally Accounting software & Gateway ERP.


Strengths


15 years of progressive accounting experience�
Diversified industries work experience


�
�
Accounting & Financial Records finalization Skills�
Skilled in Administration-Business Correspondence�
�
Consistently complied with accounting standards�
Computer proficient with strong analytical skills�
�











