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Name
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Date of  Birth
: 07th March 1983
Marital Status
: Married                                                       
Nationality
           : Indian

Gender

: Male

E-mail   
           : ebinu.130386@2freemail.com 


	OBJECTIVE:


To achieve success in an organization through Determination and hard work. To pursue a career that promises challenge with potential for significant growth, wherein my professional skills can be applied to achieve the goals and objective put for by the organization, to optimize skills in an environment which is committed towards professionalism and believes in teamwork.
	KEY SKILLS AND COMPETENCE:


· More than 8 Year Experience in Finance in UAE

· Proficient in Computer Applications [TALLY ERP 9, MS OFFICE, SAGE, Microsoft Dynamic GP].
· Aggressive, flexible, hard working, cooperative, prioritizes and organize task effectively and with pleasing personality.

· Ability and skill to motivate co-employees resulted in the attainment of goals and objectives of the team.

· Ability to Manage time, fast learner and Trust Worthy

	EDUCATION:


Jun 2000 - Jun 2003:      Bachelor of Commerce (Bcom)
                 (Mahatma Gandhi University, India)

                              Career Highlights

	WORK EXPERIENCES:
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EMIRATES DEFENSE
TECHNOLOGY




February 2013 till; Emirates Defence Technology (EDT Group of Company), Abu Dhabi, U.A.E as Group Senior Accountant Company engaged with Defense Material Supply, Construction and Retail .
Duties and responsibilities:
· Organize and update the company’s tax database

· Prepare necessary paperwork for tax payments and returns

· Completing regular (quarterly and annual) tax reports

· Controlling of Debtors and Creditors

· Credit control and collection of accounts payables and receivables

· Preparing day book, cash book, ledger, Preparation of financial statements

·  Preparing monthly report for  Finance Manager
· Reconciliation of Bank/Inter Company / Principal/Supplier Accounts, co-ordination of pending items 
· Finalization of accounts and coordinating with Auditors

· Liaising with banks for Letter of Credit and Discounting of local cheques from customers.

· Collection of outstanding from customers and regular follow-ups.

· Arranging of inter-bank transfer of funds and transfer of funds to suppliers on the due dates.
· Collection of outstanding from customers and regular follow-ups.
· Preparation of financial reports in a fully computerized environment.

· Preparation of Purchase Requisition and Local Purchase Order and on due date execute the same.

· Handling General ledger, bank receipts, payments and Bank reconciliation in AED,EURO & Dollar account.
· Prepare and review budget, revenue, expense, payroll entries, invoices, and other accounting documents and Preparing  Journal Entries for various transaction
· Credit control and collection of accounts payables and receivables
	


February 2012 to January 2013 BIN JABR GROUP LTD, Abu Dhabi, U.A.E as Accountant General 
Company engaged in Retail Industries and Government Projects
Duties and responsibilities: 
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· Reconciliation of Bank/Inter Company / Principal/Supplier Accounts, co-ordination of pending items 

· Coordinate with auditors both internal & external during audits. 

· Inventory management include verification of New/Used/Work in Progress, Stock hold ups, Imports product costing and verification job costing allocations

· Co-ordination with Auditors for the Finalisation and preparation of the necessary schedules & other documents for the Audit

· Exposure in preparation and maintenance of General Ledger/ Payable / Receivable Accounts and follow ups, Payroll administration, preparation & Maintenance, preparation and maintenance of all type of vouchers and general/sub ledger. 

· Periodical in house Statements from Trail Balance to Final Accounts & consolidation of divisional/associated company accounts. 

· Preparing schedule for Overtime and the preparation of payroll.

·  Preparation of Salary transfer Letter for Bank as per WPS, Generation of Pay slip, and Distribution of Cash Salary, Staff annual leaves processing with accrued Leave days and salary, Making Final Settlement for staff at the time of Cancellation, Maintaining periodical schedule for staff benefits such as Gratuity and Leave Salary.

· Maintenance of accurate records in the proper manner and tracking the same and capacity to draft the letters & correspondence.
· Verification of Sales Bill and Supervising recording of sales entry

· Credit control and collection of accounts payables and receivables

· Preparing  Journal Entries for various transaction

· Checking all Local Purchase Order, Quotations and Enquiries.
· Reporting to the Finance Manager 

· Over all project coordination

2009 September to 2012 January: Accountant, Good Luck Medical Trading Company L.L.C, Abudhabi, UAE Company engaged in Medical Trading   
Duties and responsibilities:
· Prepare profit and loss statements and monthly closing and cost accounting reports.

· Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions

· Establish, maintain, and coordinate the implementation of accounting and accounting control procedures. 
· Monitor and review accounting and related system reports for accuracy and completeness

· Handling Cash collection and book keeping

· Provide accounting policy orientation for new staff.

· Resolve accounting discrepancies

· Preparing day book, cash book and ledger.

· Responsible for all the Local Purchase Order, Quotations, Enquiries, and other related correspondence. 

· Prepare and review budget, revenue, expense, payroll entries, invoices, and other accounting documents and Preparing  Journal Entries for various transaction
· Preparing Bank reconciliation statement.
· Preparing monthly report for Manager

· Representing the organization before various statutory authorities

· Helping smooth internal audit

· Conducting stock audits
· Responsible for the implementation and on going maintenance of all office policies and procedures.

· Responsible for the scheduling of office volunteers in a timely manner to ensure appropriate coverage to assist staff and daily operation of organization  

2004 –  2009 Aug : Accountant, Joy Alukkas Traders Pvt Ltd, Kerala, India  Company engaged in Gold and Textile products.
 Duties and responsibilities:

·  Preparing day book, cash book, ledger, Preparation of financial statements
·  Preparing monthly report for  Finance Manager
· Analyze revenue and expenditure trends and recommend appropriate budget levels, and ensure expenditure control. 

· Assisting statutory  auditors, Preparing Bank reconciliation statement 
· Establish, maintain, and coordinate the implementation of accounting and accounting control procedures. 

· Responsible for the implementation and ongoing maintenance of all office policies and procedures

· Verification of Sales Bill and Supervising recording of sales entry

· Credit control and collection of accounts payables and receivables
· Preparing  Journal Entries for various transaction
· Checking all Local Purchase Order, Quotations and Enquiries.
· Responsible for all accounts related problems
Skills:

· Expert in Computer Languages such as C++, Visual Basic, Tally ERP
· Internet and Ms Office, Outlook.(Excel, Word, PowerPoint)
· Proficiency in VAT 

Languages Known:

· English

· Hindi
· Malayalam
Additional Information:
· Highly developed with well-developed communication

· Goal oriented; works well independently or as a team member

I assure you that I will do my best to discharge my duties diligently and strive constantly to merit your confidence and be worthy of my selection. 

I would be pleased to supply any further information that you may require. Thank you very much for your time and looking forward to a favourable response from you.

Yours sincerely,

Ebinu 
