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PROFILE
· 12 Years Experienced as an Accountant. Experience in Manufacturing, Trading and Service industry
· Clear understanding of Local and International Accounting Procedure and Practices

· Very organized and great time manager, enjoy working as a team member as well as independently, self motivated hard working individual.

· Can work with all Accounting packages– And having sound work experience with Focus RT, DacEasy Sage, Peachtree, Tally & sage pastel evolution.
· Implementation in accounts.

· Well versed in MS Office, Internet, etc…

EMPLOYMENT
· Reputed Firm, Dubai U.A.E.

            Accountant,                                                                                                                                        07/13 - Till Date
· Tracking the POs and Invoices  & checking the invoices issued against POs and Reconcile the items.
· Prepare the petty cash report  of workshop, branch account and Head office account and 

allocating & posting the expense of proper head of account.
· Calculating the overtime of workshop employees and posting the expense of proper head of Account.
· Prepare Accounts Payable voucher, Bank Payment vouchers,Reciept vouchers,Journel vouchers and Posting into Peachtree and Proper Filing With Supporting document.

· Follow up the PO and allocating the cost of fixed asset equipment and posting into Peachtree
· Assisting the finance manager for preparing the management report

· Payrolls and related schedule , prepaid expense schedule, & provision & accruals schedule.
· Prepare Annual Financial statement of accounts

PREVIOUS EMPLOYMENT
· Cosmos Computer Company LLC. Abu Dhabi, U.A.E
      Accountant





                                                         6/2010 – 05/2013      
      Pure Accounting

· Checking supplier invoices and issue the PDC to the supplier as per the credit limit and prepare PDC payment list for weekly and monthly.

· All Journal Vouchers; Payment Vouchers and Petty Cash Vouchers. Ensure paperwork is in order for Payments.

· Handling all banking activities and preparation of cheques, cash deposit, cheque deposits, TR loan Transfer and accountable communication with banks.

· Checking the daily sales report from the braches and cross checking with cash deposit slip 

· prepare salary sheet for all branches and HO and transfer salary through WPS

· Tracking weekly outstanding receivable and strictly follow up with customer.

· Ensure all necessary Journal Vouchers for provisions& accruals to the facilitate month end & year-end closing.

· Preparing of Leave / Final Settlements / Insurance Updates  etc

· Weekly and monthly Bank Reconciliation, Liaison with bank.
· Preparation of monthly & annual financial statement of accounts of head office and branch.
 MIS
· Preparing weekly sales report and monthly sales report for all branches and head office and report to the management.

· Fund flow statement and cash flow statement.
Office Administration & Correspondence

· Proper Filing, documentation, license & renewals of tenancy contract, insurance etc.

· Correspondence with bank, suppliers and customers, payment negotiation with suppliers.
· Supporting the operation manager for document preparation & covering letter of TR loan, over draft, term loan and other banking activities.
· Follow up on receivables through oral, letters & emails.
· Xcel Accounting & Book Keeping, Dubai. U.A.E
      Junior Consultant, Accounting Services 


                                              01/2008 –3/2010
· Monthly updates of invoices, Bank Credit card, or other transactions on Peachtree

·     Verify and reconcile Bank deposits.

·     Reconcile all balance sheet Items.

·     Analyze Financial Performance.

·     Enter and Process accounts Payable and accounts receivable , Process Payroll 
·     Prepare Monthly Profit and loss Statement, Division wise Profitability statement.

·     Prepare Monthly Balance sheet & Cash flow Statement.

·     Draw synopsis ( Summary of financial and key performance indicators for the Period)

·     Prepare Trial Balance & General Ledger.

·     Age wise Analysis of Accounts receivable & Accounts Payable.

·     Invoice Register & Fixed Asset Register.

·     Payroll Schedule.

· Wellfit Polymers, Kerala, India (Accountant – Dec 2005 to Dec 2007)       

· Unilet Appliances Pvt Ltd, Cox Town , Bangalore (Branch Accountant Oct 2003 to Nov 2005)      
ACHIEVEMENTS
· Enrolment in Kerala Sales Tax (KVAT) Order. as Sales Tax Practitioner. 
· Success Coaching and Counseling - Certified Trainers Training Program.
EDUCATION
· Calicut University – Bachelor of Commerce

                                                                      2003

· Diploma in Practical Accounting and Computerized Accounting                                                    2004


                                 OTHER DETAILS
· Linguistic proficiency        
:
English , Hindi and Malayalam                

· Date of Birth       

:    
11.12.1977   

· Marital Status      

:       
Married 

· Nationality              

:    
Indian

· Visa Status              

:   
Employment Visa  

· Driving License     

:    
UAE D/L 
