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SANOOJ
SANOOJ.126830@2freemail.com  
Chief Accountant 


Career Objective

Looking forward to work within a progressive organization, that reinforces and remunerates the overall practical experience, skills and tactics help me gain more in my career development. 

Personal Information
	Birth Date:
	15 May 1980

	Gender:
	Male

	Nationality:
	Indian

	Visa Status:
	Residence Visa (Transferable).

	Residence Location:
	Dubai, United Arab Emirates

	Marital Status:
	Married

	Number of Dependants:
	4

	Driving License:
	United Arab Emirates-Valid until 16/06/2023



Professional Experience
	July. 2007 - Present:
	Chief Accountant 
Mohammed Bin Masoud Group (LiveAd, Golden Motor, Telecare, Bin Masoud Safety, Bin Masoud Real Estate, Eureka Hotel)
Dubai, United Arab Emirates 

Company Industry: Advertisement, Mobile Wholesale and Service, Fire & Security System, Real estate, 2 Star Hotel.
Job Role: Finance

Handling all accounts process from Processing  Sub Ledger , posting to GL up to Month End Closing and finalizing all Financial Reports 

In brief :

Moving the Entire group to the highest levels of control management with managing the funds through update for the Accounting software & Procedures & policies using :-

1. Orion ERP Software 

2. Focus 6
3. Tally 9
1. Funds Management: through pooling the online banking and accounts with linking the divisions and establishment branches, setting up the proper work flow for branches & head office Accountants & cashiers.
2. Branches  

1. Managing the cash accounts :-

· Cash Sales monitoring, confirming in Sub ledger, posting to GL over 500 cash sales Invoice or credit & adjustments, and daily reconciliation for the cash sales with preparing all required Receipts.

· Authorize & approve the daily petty cash entries plus the reimbursement when required.

2. Managing the bank accounts :-

· By authorize & approving the daily payment vouchers issued for suppliers cheques or and suppliers & staff transfers 

· online monitoring for all bank transactions as well as approving all transactions for bank charges and commissions 

· weekly reconciliation for bank current accounts & deposits accounts

· fund management, utilization of funds analyzing banking facilities & review the bank facilities , applying for letter of guarantees 

· Letter of credits preparing, negotiating and documents preparing.

3. Accounting for Receivables :-

· My responsibility covers four trade receivables main accounts contains over 300 active account with over 2,000 monthly transaction of invoicing & receipts 

· Around 100 staff account for advances & travel advances 

· Daily Invoicing to the customers with coordination with support & Software Department.

· Monthly update of contracts with invoicing and follow up for annual maintenance agreements signed or renewed with clients 

· approvals for the materials issued to jobs , reconcile job reports budgeted consumables against actual consumed , weekly review the job reports , cost with actual reports received from sites

· Monthly jobs closing, processing and invoicing to the clients 

· Review & coordinate with system analysts, software management for approvals of monthly reports for the clients.
4. Accounting for Fixed Assets :-

· Working on daily updates & Monthly Entries Required for Fixed assets module in ERP according to the Material issued as assets ( Equipments from different categories )

· preparing the required adjustments or/ and stock adjustment 

· Running the monthly depreciation process with preparing the schedules for over 4,000 assets item

5. Accounting for Payables :- 

Fully in charged to coordinate the supply process :
· Approval of Purchase requests initiated from Hardware, Software or Admin Dept.

· Coordination with Technical Support or Software Engineers for getting the Suppliers quotations and offers

· Proceeding to issue, follow up the production and delivery of all Purchase orders local & overseas.

· Hands on experience for all shipping related issue, with communicating with supplier as well as freight agents for freight, Clearance and delivery.

· Authorizing all outward transfer letter & online transfers 

· Follow up and managing over 25 online supplier accounts.

· Authorizing the company purchasing through Credit card for any web based payment sites.

· Coordination with credit controller and procurement department in order to get all suppliers and service providers paid according to the budget and credit terms.

· Coordination with Team leaders and procurement department in order to get all suppliers paid according to the budget and credit terms, with an ability to control very good payable turn over, liquidity ratios

6. Internal Controls & Inventory Management:-

· Planning of Stock; conducting periodical physical verification of inventories & Fixed Assets - Analysis of the reasons for assets sales or write off.

· Approvals of Martial Issued, Location Transfers & Stock Adjustment as well as material or assets return.

7. Human Resources & Payrolls 

· Monthly update for staff provisions of (Leave salaries, End of service indemnity & travel tickets.

· Follow up and coordinate with HR dept. & head of other departments for closing staff travel advances and reimbursing staff expenses.

· Uploading & authorizing the monthly payrolls sheet according to Ministry of labour new instructions (WPS System).

· Updated through HR department in salary related payments i.e overtime, travel expenses.

8. Others

· Coordinating & working with my team and management to ensure accurate records and monthly closing.

· Helping with my team and management the company tender process by providing the pre sales staff and costing management with the historical data required.

· Managing the Month End closing Process as well as Preparing the monthly financial reports and any reports requested by Management



	
	

	 Apr 2005 – May 2007
	Senior Accountant 
Ahila Wood Products & Plywood Industries, Trivandrum

Kerala,India

Company Industry: Manufacturing 
Job Role: Finance 

Managing & Supervision the accounts & logistics Departments
1- Control and monitoring the companies cash and bank accounts by: -
a-Approve the cashiers transactions, documents & updates entered through R.V & P.V
b-Bank reconciliations & updating the bank & cash ledgers & budget on weekly basis.
C-Follow up & control the payment & collection process to match the budget.
2- Managing the A/R accounts by controlling over a hundred clients with monthly orders exceeds millions and involving daily invoicing by:-
a-Working with the sales manager, department to ensure that invoicing matching the company sales forecasts. 
b-Coordinating with the client's procurement, accounts departments to ensure & secure the best possible way of delivery and terms of payment
c-Negotiation for documentary credits with parties ie, clients).
d-Monitoring and checking the billing and delivery process to ensure compliance with the terms and conditions. 
e-Ensure posting the sales, job invoices and export bill of exchange on date.
F-Updating the sales and cash ledgers, budget & reporting to the same to the Finance Manager & Managing Partner.
3- Managing & control the accounts payables by:-
a-Ensure purchase orders placed based on Decisions considering the economical factors (cost, terms of payments, time & quality)
b-Ensure delivering the ordered goods within the time limit, by follow and corresponding the suppliers and freight forwarders from order placing up to the end user.
C-Professional experience (A to Z) in freight processes & solutions.
4- Monitoring and working to improve the company finance and facility position & the financial ratios of performance and profitability.
5- Preparing the monthly financial & Management Reports & working independently up to finalization the T/B, B/S, I/S to comply with the international standard financial reporting. 

	
	


Education

	
	University of Kerala, Trivandrum, India
Master Degree, M.COM, Finance 
Dept. of Technical Education, Govt of India

PGDCA (Post Graduate Diploma in Computer Application)

ISO Certification 9001:2008
University of Kerala, Trivandrum, India
Bachelor Degree, B.COM, Finance 
University of Kerala, Trivandrum, India
Bachelor Degree, B.Ed, Finance 
State Eligibility Test, Govt of Kerala

Diploma in Computerized Financial Accounting




Skills
	Skill
	Skill Level
	Years of Experience
	Last Used

	Orion ERP & Focus 6
	Expert
	 6 Years
	Currently Using

	Computerized Accounting Packages.


	Expert
	More than 6 years
	Currently Using 

	e-Commerce Correspondence
	Expert
	More than 8years
	Currently Using

	Spreadsheets analysis & reports ''Excel''
	Expert
	More than 8 years
	Currently Using

	MS Office (Word, PowerPoint & Outlook)
	Expert
	More than 8 years
	Currently Using

	Communication & Interpersonal skill
	Expert
	More than 8 years
	Currently Using

	Creative problem solving, Customer service
	Expert
	More than 8 years
	Currently Using




Languages

	Language
	Skill Level
	Years of Experience
	Last Used

	English
	Expert
	More than 10 years
	Currently Using

	Malayalam  & Hindi
	Expert
	More than 10 years
	Currently Using


	
	
	
	
	


