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	Profile
	Summary
	

	Qualified Business Analyst with 8 years of work experience in diversified industries interested to leverage gained expertise across leading Oil Companies, Banks, Financial Institutions, Aviation industry or any challenging work environment. Expertise developed throughout the work history includes sales & purchase ledger accounting, books of accounts management, reconciliation, TDS preparation, salary payments, payable monitoring, internal audit and MIS reporting. Demonstrated competency in performing under work pressure, meeting strict deadlines, and adjusting to multicultural work unit. Proficient in ERP based accounting software package – AX, Syspro, Tally 9.0 and Wings (Citrix Server Package) and possess excellent analytical, problem solving, time control, report presentation, relationship building, communication and interpersonal skills.


	Academic
	Qualifications
	

	

	Master of Business Administration - Finance
Manipal Academy of Higher Education, Dubai, United Arab Emirates
	2010

	Thesis: Volatility of Oil Prices and Its Impact on World Economy.

	

	Bachelor of Commerce – Accounting & Finance
K. J. Somaiya College of Science & Commerce, University of Mumbai, Mumbai, India

	2007

	
	

	
	


	Career
	Achievements

	

	· Demonstrated excellent skills in performing accounting works in computerized work environment.

· Gained good background from diversified industries and consistently achieved career growth.

· Track record in sales accounting having been involved with retail organizations in UAE and India.

· Belonged to the upper class during postgraduate and undergraduate program in Accounting & Finance.


	Experience
	Snapshot
	

	
	

	Business Analyst – Region

Brandt Oilfield Services (Middle East) L.L.C., Dubai, U.A.E.
Accountant

NOV Brandt Oilfield Services (Middle East) L.L.C., Dubai, U.A.E.
Management Trainee – Accounts
	Feb-2012  –  Present 

Feb-2011 – Feb-2012

Apr 2010 – Dec 2010  

	Birla Research & Life Sciences Ltd., Mumbai, India


	

	Finance & Accounts Executive
	Aug 2008 – Feb 2010

	Empire Tradetech FZE, Sharjah, United Arab Emirates


	

	Accounts Assistant
	Apr 2006 – Dec 2007

	Halley’s Engineers & Contractors, Mumbai, India
	


	Core 
	Expertise
	

	

	· Perform all daily routine accounting tasks using computerized accounting system.

· Handle books of accounts of the company including books of transactions, cash and sales and perform initial review of all day-to-day transactions.

· Reconcile bank accounts; carry out ageing analysis; prepare MIS reports.

· Oversee all general ledgers accounts with costing efforts and its supporting documents.  

· Take care of accounts receivable and accounts payable follow up.

· Liaise with banks, government authorities and other financial institutions independently.  

· Good ability to analyze financial records for forecasting the future finances and budget requirements.

· Active involvement in internal audit of the organization; knowledgeable with TDS preparation and filing.

· Process salary payments in liaison with the HR department.

· 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.

	
	


	Job
	Roles
	


	Business Analyst
.

1.   Preparing Annual Budgets and Mid Year Plans for the entire MENACIP (Middle East, North Africa, Caspian, India, and Pakistan) region. Reporting directly to the Vice President of the MENACIP REGION.
2.   Preparing and assist in the formulation of Cost-Price Analysis (CPA) reports for estimating the profitability and payback period of future projects.
3.   Preparing and formulating various MIS Reports, for submission to Top Management.
4.   Facility Requests for new residences of managers and facilities in the region.

5.   Submit Capital Appropriations requests to Top Management for new Equipment in the region.

6.   Advising on legal issues and act as the liaison between Country Managers and legal department for review of contracts and tenders.

7.   Month End Reporting of Revenues and Operating Profit of the countries in the MENACIP region to the Vice President of the region.
8.   Handle the monthly Rental and Service Engineer invoicing to 3rd party customers.
9.   Prepare Quarterly Agent Commission Reports, review and update on the commissions paid to agents on the Agent Paymaster (APM) system.

10.   Co-ordinate with the Operations department to ensure deliveries of equipment and spare parts are as per schedule.
11.   Handling Compliance issues to check that there are no red flags in the system for sales quoted to certain customers.
12.   Preparation of Smart View reports using Oracle Hyperion Database along with loading of numbers on HFM (Hyperion Financial Management).
13. Prepare various Monthly and Quarterly Reports for the region for submission to Top Management in the UK and US, with the information gathered from the Finance & Accounts department.
14. Generation of Financial, Operational & Inventory reports using computer packages like Syspro, AX & Smart View.
15. Ensure financial transactions are in compliance with Sarbanes-Oxley (SOX).

16. Ensure that there are no illegal transactions under the Foreign Corrupt Practices Act (FCPA) and thereby ask the Country managers to provide an undertaking and confirm on the same every quarter.
17. Keep a monthly check on the Headcount of the region, with the information provided by the Human Resources department.

18. Co-ordinate with the Quality, Health, Safety & Environment (QHSE) Manager, to collect data on the man-hours worked in the region and also report the TRIR in case of any accidents reported in the region.

19. Act as a Business Intelligence hub for the MENACIP region to provide specific information to internal personnel from various departments within the organization all over the world.
20. Formulate and implement new processes and reports for ensuring smooth flow of information from one department to the other.

21. Provide training to Country Managers within the region on Smart View, SOX, FCPA and Compliance issues and assist them in formulating various MIS reports for review and analysis by Top Management.

22. Designated Internal Auditor of the organization – provide information and supporting documents, as and when requested by the External Auditors.

23. Review and approve Expense Reports of Managers, to ensure correct reimbursement of expenses is carried out by Finance department.
Accountant, NOV Brandt Oilfield Services (Middle East) L.L.C.

Description: Oil and Gas Company providing Solids Control Equipment, Screens & Spares and Portable Power equipment to onshore and offshore rigs in the Oil Industry.

1.       Accounts Receivables – follow-up with customers; reconciliation of accounts with customers; sending periodic Statement of Accounts to customers.

2.       Preparation of Weekly A/R Aging report; recording collections received from customers on the Accounting System.

3.       Petty Cash Fund-checking of supporting documents for payment and preparing Petty Cash Voucher for approval; data entry on Accounting System.

4.       Recording transactions in the accounting system.

5.       Assistance in the preparation of monthly financial and managerial reports.

6.       Preparation of schedules of various General Ledger codes for SOX purpose.

7.       Accruals of revenues not invoiced as of cut-off date and re-accruals of previously accrued revenues not yet invoiced to date.

8.   Accruals of various expenses.
9.   Amortization of prepaid accounts and providing provision when necessary.

10.   Assistance in filling out web forms on the Hyperion Workspace monthly.
11.   Preparation of Purchase Orders and Inventory Journal report regarding suppliers’ invoices.

12.   Maintaining accrual schedules for Freight invoices and Air Travel invoices and thereafter making data entry in the Accounting System.

13.   Assisting the Accounts Payable department.
18.   Providing key data required for monthly and quarterly reports.

19.   Maintaining a list of Top 20 Customers monthly for the internal and external records of the organization.

20.   Providing new customer codes as requested by the Operations department and maintains the A/R Watch List Reports.
Management Trainee-Accounts, Birla Research & Life Sciences Ltd.

Description: The company offers a complete range of natural personal care, ayurvedic medicines, health food and SPA which are marketed through exclusive retail stores, OTC and doctor’s prescription.
· Handled accounting and daily reporting of sales & purchase ledgers of various stores.
· Reconciled bank statements on monthly basis while monitoring creditors & debtors statements
· Posted entries into the books of accounts, invoices and vouchers plus filed the same accordingly.
· Contributed significantly during audit of the organization by implementing control on general ledger.

· Released payments on outstanding payables to due vendors and creditors.
· Negotiated with banks on the available facilities they are offering to the company.
· Developed Merchant Payment Reports (MPR) of stores as well as MIS based on data provided.
· Reviewed the expense trends and variances at various departments and provided management with reports along with corresponding analysis plus accounting controls.
· Allocated petty cash to various departments, branches warehouse, Marketing Representatives (in coordination with the Sales Administrators) and certain staff for the daily work functioning.
· Liaised with HR department for salary calculation and disbursement to employees; issued cheques and demand drafts for the salary payments.

· Calculated TDS payments under direct supervision of Accounting Heads and prepared TDS receipts.
· Generated 10 day reports with comments and debtors ageing analysis for analysis by the top management.
· Provided feedback to the CEO on the performance between the actual sales & collections received from the debtors against the planned as forecasted by Sales department.


	Finance & Accounts Executive, Empire Tradetech FZE
Description: General Trading Company.

· Carried out general accounting and financial activities across the organization.
· Duties involved posting of entries into books of accounts; monitoring general ledgers; reconciling bank statements including debtors & creditors accounts; releasing payments; issuing cheques & demand drafts for salary; assisting during audit and reporting to the management.
· Allocated petty cash to certain to facilitate their daily work functioning.


	Accounts Assistant, Halley’s Engineers & Contractors
Description: Civil Engineering Company.

· Performed daily accounting functions under direct supervision.
· Maintained books of accounts effectively and ensured accuracy in posting entries to invoices and vouchers.
· Carried out reconciliation of banks statements, credits & debtors accounts.
· Involved in processing salary payments with good background on TDS.




	IT
	Skills
	


	· Proficient in MS Office Suite (Word, Excel, PowerPoint & Access), Outlook, Internet and E-mail applications

· Proficient in generating Smart View reports from Oracle Hyperion Database package and loading of numbers on Hyperion Financial Management (HFM).
· Well versed with AX and Syspro Accounting Packages.

· Well versed with ERP based accounting software packages – Tally 9.0 and Wings (Citrix Server Package)



	Personal
	Details
	

	

	Nationality
	:
	Indian

	Date of Birth
	: 
	5th May 1987

	Marital Status
	:
	Single

	Visa Status
	:
	Valid UAE Employment Visa

	Driving License
	:
	Valid UAE Driving License (Car & Motorcycle)

	Languages
	:
	English & Hindi


	Reference
	
	


Furnished promptly upon request

