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Dipanjan 
[Mobile: Whatsapp +971504753686 / +919979971283]
[E-mail: dipanjan.113799@2freemail.com ]
Education Profile

Bachelor Degree in Commerce (Hons),
Post Graduate Diploma in Business Management (Finance)

Expertise Profile
Accounts, Administration & General Management
Experience Profile

Overall 17 years of Experience: 6 years in Gulf Countries & 11 years in India
Organizational Profile

Service Provider for Oil & Gas, General Contracting, Express Freight,
US Based Sponsorship Agency
Preferred Job Profile

Senior Management Level position in General Administration
with full responsibility, authority & accountability

Objective
 Ensure proper Accounting and Administrative Support through set-up & Operation of Organizational Operations Management.
Experience Profile
Overall more than 17 years of experience in leading companies in following field of work: 

 In Gulf Countries (in reverse chronology) – 6 years.  
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3 & ½ year in a NDT and TPI Company as Administration Manager;  

Organization –EMIRATES INDUSTRIAL LABORATORY, Dubai, UAE; Since May 2010 to date. 
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  2 & ½ in General Contracting as Asst Administration Manager;  

Organization – Alfaraa Construction Group, Abu Dhabi UAE; Between October 2007 and May 2010. 
 In India (November 1996 to September 2007 – in reverse chronology) – 11 years (rounded off) 
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 6 years in Development Sector Regional Administrative Coordinator - ASIA;  

Organization – Children International, India; Between December 2001 to September 2007. 
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 5 years in Express Freight Industry Officer Finance Accounting & Administration; 
 
Organization – United Parcel Service (UPS), India; Between November 1996 to November 2001. 

Competency
General Management:
Office Administration – Management of the entire office functions ensuring smooth operations with maximum utilization of available resources. 

 Rent Management – Negotiating lease of Office premises, labor camps, staff apartments in Abu Dhabi and other areas of Operation like Ruwais, Habshan, Buhasa.  

 Visa Management – Ensure timely issue of Visa for new staff and renewal of existing ones. 
 Event Management – Provide assistance to conduct welfare events for staff, labors, and administrative support to all conferences and meetings.  
 Telecommunication Management – Organization of telecommunication, email operations, office machines , and management of their purchases and their maintenance contracts. 
 Site Office Management: Setting up & supporting site offices in establishing proper administrative systems so that there is smooth operation of the site offices. 
 Audit Compliances: Monitor the site office functions & operations and ensure strict compliance to budgetary guidelines.  
 Budget preparation: Preparation, monitoring and control of the administrative budget.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
 Logistics Management -   Management of the vehicles of the Company so that there is minimum downtime in vehicles. 

 Recruitment Management- Coordinate & arrange for interviews and appointment procedure finalization. 
 Training: To conduct induction training and other staff development functions for effective utilization of all administrative staff.   

Financial Accounting: 

 Accounts Receivables - Work progress quantification, invoicing, expedite receivables, bill discounting, claim for variations.  

 Accounts Payable Credit Negotiation, Invoice Validation for Domestic & International Suppliers, Contractors, Payment Scheduling.   

 Payroll Accounting – Generation of Pay sheet with due adjustments, WPS Management, Settlement of Salary Discrepancy. Leave Salary, End of Service Benefit calculation, attrition settlement.  

 Petty Cash Management- Verification and validation of Petty Cash Vouchers and settlement after due authorization.  
 Financial MIS & Reporting -Month End Closing and Year End Closing Finalization of Profit & Loss Statement & Balance Sheet 

 Banking Regulations – LC, Overdraft Facilities, Fixed Deposits, Short Term Loans 
 Internal Auditing – Inventory Validation, Documentation Management, Reporting and GAAP Analysis, Corrective & Preventive Measure  
External/ Statutory Auditing – Financial Scheduling, Audit Dossier, Participation in Audit, Liquidation of audit findings

 IT Proficiency 
 Hands on experience in ERP Software based on AS 400 platform.  

 MS Office – MS Word, Excel, Power Point 

Personal Dossier
Current Employer / Location: Emirates Industrial Laboratory, Dubai, UAE 

Marital Status: Married 

Born: 11th November 1972 
Signed & submitted: Dipanjan / Place: Dubai - UAE
