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Objectives
· To enhance a challenging career in the field of Finance where I can contribute my inherent strength ,acquired skills and Experience(6+years) towards the overall success and growth of the organization
Capabilities
· Preparation and presentation of MIS reports to management.

· Peak performing and highly motivated individual.

· Positive approach towards any task assigned by the management.

· Planning, Prioritizing and working to meet deadlines.

· Excellent communication and interpersonal skills at any level.

Work experience
Car Rental(feb2012 till now)
ISO 9001:2008 certified company with a fleet of over 9,000 dealer-maintained vehicles ranging from saloon cars, SUVs, pick-up trucks and buses.
Designation:- Operation Assistant

Coordinate Vehicle Registration, vehicle renewal in time

Traffic Fine Payment & Invoicing to customer.

Dispute for any Wrong traffic fine.

Reply customer queries by mail & phone.

Refunding Customer deposit by checking there are no dues pending
Organization: Commodities Intertrade Gen Trading LLC, Dubai (June 2010- jan2012)

It is a Leading Food stuff trading Co in UAE, it has Whole sale, Van Sale & Supermarkets Divisions.
Designation
: Assistant Accountant (2010 –till now)

Accounting & Finance
· Assist the senior Accountant for monthly closings and preparation of monthly financial statements (Profit & Loss A/C and Balance Sheet).

· Assist with implementing and maintaining internal financial controls and procedures

· Generation of monthly closings of accounts after the reconciliation & provisions

· Supervising Junior Accountant and verification of all the Voucher entries.(Purchase, Sale, Payment, Receipt, Journal, Petty Cash)
· Cash Management -Verifying daily Cash collections & Petty Cash.

· Preparation of Sales Contract, Purchase Order and confirmations.

· Preparation of Payroll for Staff & Workers as per WPS .
· Calculation of leave salary settlement & gratuity.

· Correspondence with Suppliers, Customers & Bank.

· Monitoring Bank position on a daily basis

· Retirement of Import Documents and arrange remittance.

· Arrange Local Bills Discounting, Invoice Factoring  & TR (Trust Receipts) according to the Bank facility available,

· Communicating with carry out billing, collection and reporting activities according to specific deadlines

· Reconciliation of accounts

· Monitoring customer account details for non payments, delayed payments part payment and other irregularities

· Maintain accounts receivable customer files

· Prepare bank deposits

· Investigate and resolve customer queries
· Set invoices up for payment

· Periodical reconciliation & Aging analysis Payable accounts.

· Monitor accounts to ensure payments are up to date

· Correspond with vendors and respond to inquiries

· Produce monthly reports

· Assist in month end closing

 MIS:
· Preparation of Daily Flash Report for the Management i.e. Bank Position, Sales Report, Collection Report etc.

· Preparation of Monthly Sales and Purchase Report.

· Preparation of Cash Flow & Fund flow statement.

Inventory & Costing:
· Calculating the landed cost of the goods arrived.

· Weekly Stock Statement Preparation.

· Stock Movement Analyzing & Reporting to the Manager; Fast Moving, Slow Moving & Dead Stock Statement Preparation.

· Quarterly Physical stock taking and reconciliation.

· Approve the stock adjustment for converting packing of the goods as per the request of the Store Keeper

· Preparation of stock variance report & stock adjustments with the approval of Management
Organization  
: Impact furniture LLC, Sharjah         (feb 2007 to May 2010)

Along with its associate companies Formtech Industries FZC and Springtech Industries LLC is one of the leading manufacturer and supplier of a wide range of components, machines and tools for the bedding, upholstery and furniture industries in the Middle East

Designation: Assistant Accountant 
Duration : 3Years

Responsibilities

·  Daily Reconciliation of Bank accounts and Group of companies
·  Preparation of Monthly Sales and Purchase Report
·  Age wise Analysis of Debtors and Creditors statement and reporting to the Management
· Making arrangement for Creditors Payment and follow up the debtors Payment
· Preparation of Pay Roll sheet by using Tally 9.
· Posting of Purchase, Journal, Payment and Receipt Vouchers
· Reconciliation of Factory Stock with Accounts stock Register
· Analysis of Stock Movement and Reporting to the management
· TT Transfers & LC Documentation
· Calculation of Wages, Leave salary & Gratuity of Workers
· Petty cash Handling
Educational Qualification

· Bachelor of Business Administration 1998 to 2001

· Currently doing MBA(finance)  under Distance Education Program from Madurai Kamaraj University
Computer knowledge

· Microsoft Word, Excel, Access, PowerPoint, Outlook.

· Accounting packages Microsoft Dynamics  NAV, Tally  ERP & Peachtree 

Languages known

English, Hindi, Malayalam & Arabic

Personal details

Nationality


: Indian

Gender



: Male

Birth date


: 14th may 1979

Marital status 


: Married

Visa Status


: Employment (transferable)

