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Shibu Antony



E-mail: shibuchennur@hotmail.com, shibuchennur@yahoo.co.in
Seeking professional enrichment in the domain of Management in Finance
& General Administration with a Vanguard Firm 
Synopsis
· A dynamic professional with nearly 21+ years of rich & cross cultural experience in the areas of General Administration, Financial Planning, Management Accounting, HR Management, Customer Relationship, Database Management and Taxation.

· Proven ability to improve operations, impact business growth through achievement in Finance Management, Internal Controls, Productivity / Efficiency Improvements.

· Well versed with the concepts of General Administration, Management Accounts, MIS Reporting, Finance, Value Added Tax Systems, Payroll Management, Fund Management, Office Administration, Customer Relationship Management, Database Management Systems, Book Keeping & Finalization of Accounts, 
· Expertise at handling Computerized Accounting System as per the rules & regulations of related Govt. Departments   and implementation of new market strategy for better results of organization goals. 

· Excellent Interpersonal, Communication and Organizational Skills with proven abilities in Team Management, Customer Relationship Management and Planning.
· Handling within the specifications of Dubai Customs, DP World, Economic Department, Municipality and Courts.
Core Competencies 

( Management Finance & Accounts
( Implementation of School Management ERP system

(Banking & Trade Finance



(Insurance Claim Documentation


(Fund Management

( Financial Planning & Budgeting

( General Administration




(HR Management 
(Client Relationship Management

(Database Management





(Payroll Management

(Performance Evaluation



(Import, Export
Documentation


(LC & Collection




(Liaison w/Auditors & Banks


(Trading & Contracting





(Education & Hospitality

(Sales & Marketing





( Team Management





(MIS Reporting
 
Organisational Highlights 
Since August 2012 – August 2015


Al Dhafra Private Schools Al Ain



Accounts / Finance Manager

-
A Dhafir Group UK& USA curriculum based School having 2600+students from kindergarten to Grade 12, with 300+ employees and having schools in U. A. E. Reported to Principal Director& Group Sr. Manager.
Role:  

· The governing body has a strategic role in the financial management in schools and therefore, its key responsibilities.
· The finance committee will comply with its delegated terms of reference as agreed by the Governing Body. Although the         Governing body has a statutory responsibility for the strategic oversight of most areas of school life, including financial management, a great deal of responsibility is often delegated to the head teacher and other staff.
· The roles and responsibilities listed below for Finance Officers in schools are based on national standards.
· To work under the direction of the head teacher on the strategic planning aspects of school administration, including finance, personnel, health and safety, and premises management. 

· To manage the school’s ICT infrastructure and network.
· Under the guidance of senior staff, organize and supervise administrative systems within the school, and to contribute to the planning, development and monitoring of support services and /or management of support staff, including co-ordination and delegation of relevant activities.  

· Under the guidance of senior staff, responsible for undertaking administrative, financial, organizational processes within the school and to assist with the planning and development of support services.

· To work under the direction and instruction of senior staff to provide general clerical, administrative and financial support to the school.
Accomplishments:

· Prepare periodical comparative financial reports to the Management (I&E, B/S & FF), highlighting material   
variances & reason for such variance.
· Ensure accounting accuracy of the day – to –day transactions recorded in the system by the team
· Ensure accuracy of all reconciliations & provisional entries, EOS provisions, Depreciations, accruals, etc.
· Preparation of financial forecast for the upcoming academic year based on the student & staffing forecast 
provided by the School Leadership Team.
· Ensure all expenses (Capital & Non-Capital) that are within budgeted limits (seeking justifications for any 
material variances).
· Liaise with the Group Head Office (Finance) for all finance matters of the school.
· Ensure inventory accuracy with periodical stock takes & provisioning for obsolete stocks.
· Manage the payroll activities of all staff of the organization, integrated with the bio-metric access machines.
· Ensure proper follow up of collectibles from the students.
· Prepare financial reports for ADEC (including preparation of Fee increase request template).
· Liaise with the auditors for the year end audit & preparation of the yearend financial statements.
 May 2006 - July 2012



Al Ostath Trading Establishment



Manager Accounts & Operation

-
A multinational Building Materials Trading Est. With branches in U. A. E. & Kuwait, dealing with more than 250 firms with an annual turnover of one Billion. Reported to C. M. D.
Role:  

· Monitoring the entire gamut of operations including overall Administration, Financial Planning, Finalization of Accounts, Banking Relations, LC, Import & Re-Export, Claims and Debtors Collection.

· Maintaining cordial customer relations, implementing Payroll & Database Management System, General Administration, off take Budgeting, Sales Planning and evaluating performances.

Accomplishments:

· Played a key role in augmenting the Annual Profit Ratio from 1.0 to 2.76 in 2006 and 3.79 in 2007 with an estimated profit Ratio at 3.8 in 2008 and so on. 

· Successfully arranged Additional Working Capital from Al Ahli Bank of Kuwait AED 20 Million for LC & TR, from HSBC Middle East AED 5 Million for LC & TR, from Emirates Bank 11Million for LC & TR under 20% margin and from Mashreq Bank AED 7 Million for LC, TR & Factoring (Finance).
· Streamlined Monthly Performance Variance Report, System for cost price and market value analysis, Schemes for Sales Promotion, Observation on Monthly Reports Variance and action against the percentage of Risk Coverage ratio level. Diversion of fund to increase the profit ratio. Employee’s performance analysis report and annual award winning scheme.

· Headed a team of 25 members.
Oct’2003 – Mar’2006


Johnson Automobiles



GM Finance


(Accounts & Administration)


-
A Passenger Car Dealer Ship of TATA Motors Ltd in the North East Region of India. Reporting to M. D.

Role:

· Handling the General Administration and Accounts of the company including assessing all aspects of Financing, Banking Relations, Budgeting, Planning as per Govt. Laws.

· Monitoring sales teams marketing pipeline / results, after sales support calls & service reporting report verification. 

· Evaluating the process of Motor & Marian Insurance Claims, Corporate Sales, monitoring the spares & accessories movement, availability & reorder level, etc.

· Generating the following: weekly performance analysis, time & cost deviations, monthly management package (operational results of departments), overhead analysis, balance sheet, cash flow statements, branch wise sales analysis, and revenue. Monthly Sales & Service Tax report and payment settlement as per VAT System.

· Managing Finalization of Books of Account, attending the assessment call of Sales & Income Tax Department and generating the report as per their specification requirements.

· Spearheading the Show Room Sales and Work Shop Service Project wise job costing, item wise material costing, calculation of profit and report making.

· Monitoring the drafting and typing of all Quotations, company’s correspondence, other documents and accounting schedules; maintaining files of bills & documents with references.

Accomplishments:
· Proficiently designed the following: Various MIS Reports. Personnel Data Information using MS Access. 

· Accredited for simplifying fixed assets schedules & depreciation using MS Office Tools. 

· Successfully provided solutions for Tata Motors Territory Issues with the Dealership and DDM.

· Effectively coordinated & implemented Tata Motors promotion plans in dealership; conducted Sales & Service Promotional Activates like Road Shows, Service Camps & Scheme, Incentives, Offers, etc. 

· Deftly worked in Computerized Network System Environment.

· Bagged the Best Performance Award in March 2006, which contained One Lakh Rupees Demand Draft by the Sole Proprietor Mr. P. P. John.

· Significantly arranged Additional Working Capital of INRr. 2 Crores from Vijaya Bank for OD and One Crore from TATA Motors Finance as Trade Finance.

· Introduced Well Controlled System for Spares & Accessories inventory management with 100% result incurred. Movement of Cars inventory connected to procurement and targeted sales. Introduced customer relationship management and Database management system.

Aug’98 – Jun’03


Gulf Wireless & Television Co. LLC


Chief Accountant

-
A multinational company with 5 branches in UAE & dealing with more than 100 firms. Reporting to M D.

Role:  

· Supervising total accounting of the company including, monitoring all aspects of Financing, Banking Relations, Administration and Computerized Accounting.

· Handling Computerized Network System Environment with accounting software and features like payables, fixed assets, reconciliation & receivable. 

· Ensuring adherence to the with companies MIS reporting standards by preparing weekly performance analysis, monthly management package, overhead analysis, balance sheet, cash flow statements, branch wise sales analysis and revenue. 

· Managing the process of Financial Budgeting, Planning, Forecasting and Decision Making, Project wise Job Costing, Item Wise Material Costing, Calculation of Profit and Report Making. 

· Drafting and typing all quotations, company letters and other documents under MS Word and accounting schedules in MS Excel; maintaining files of bills & documents with references.

Accomplishments:
· Adeptly designed various MIS reports and personnel data information using MS Access. 

· Skillfully simplified fixed assets schedules & depreciation using MS Office Tools.

· Joined as an Accounts Clerk and promoted to Chief Accountant.

· Successfully arranged Bank Facility from Bank Melliran Sharjah by OD facility of AED 75,000/-.

· Accredited for introducing the System of Procurement under Postdated Cheques and to be controlled by the estimated receipts of outstanding debts and expected volume of sales.

Feb’94 – Jul’98


Hotel Dream Land (3- STAR) Kerala, India  


Accounts Manager


-
Reporting to Managing Director.

Role:  

· Assessing the accounting staff for day-to-day routine and special accounting activities

· Handling the fund management operations including liaising & negotiating with Banks for OD’s, Bank Guarantees & Short Term Limits to meet requirements of the company. 

· Ensuring smooth collection of Central Excise Department Permit for purchase of beverage, taking approval for sale of stock of beverage under the permit. 

· Organizing Finalization of Books of Account, attending the assessment call of Sales & Income Tax Department and generating the report as per their requirements.

· Preparing the following: Daily Stock Register, MIS Reports including Forecasts, Budget Planning & Variance Analysis, and Documentation for beverages order & deposit payment in bank against procurement, Monthly Sales & Service Tax Report and payment settlement. 

Accomplishments:
· Efficiently administered payables & receivables, handled special projects like capital drawbacks, ensured all legal requirements of company are adhered to and managed taxation related matters.

· Deftly established Review & Revise Finance as well as Accounting Procedures of the organization.

Previous Assignments
Nov’92 – Oct’93


Matha Medicals, Kerala, India



Administration Executive

Trainings / Workshops
Attended the following trainings:

· Workshop on Leadership Development.















1997

· Emirates Auditing Company, Sharjah, & Ethics Plus Public Accountants, Dubai, U.A.E.


1999

· Awareness Program on MS Office Tools & XP Products.










2001

· Marian Insurance Claim Documentation Process Training from TATA Motors.





2004

· Corporate Sales Documentation Process Training from TATA Motors.







2005

· HRM Tool Kit Version 1.00 from TATA Management Training Centre.






2005

· Special Training Program of VAT conducted by India Govt. Sales Tax Dept.





2006

· CRM & DMS System Administration Project, Dynamic IT Resolution Centre -TATA (TMTC).

2006
· Mirsal II Training from Dubai Trade for Customs Cargo import, export & Re-export



2009
· Dubai Portal E-clearance Training from DP World












2011

· Digital Campus, Campus Information Management System, ETH Ltd (BMS Solutions – Dubai)

2014

Academic Credentials

· Bachelors of Commerce from University of Calicut, Kerala, India in 1994.

· PGDCA from IRS Computers, Kerala, India in 1998.
· CMA (Pursuing)

IT Skills

· Developed package for Payroll Information using MS Office.

· Well versed with the following:

· MS Office Packages, Internet & Email Applications.

· Accounting Package: Focus V6.003, DacEasy Version 10, Tally Version 6.3, Sage Line-50.

· Automobile Dealer Ship System Package: Dataman, Automan 1.0 [CVD] & [PCD] Software.
· Digital Campus Schools Information Management ERP System – (BMS) ETH Ltd.

Personal Details
Date of Birth  


: 
24th May 1971
Present Address

: 
Shibu Antony, C. F., Falaj Hazzaa, Al Ain, U.A.E. Home: 03-7374418
Permanent Address

:
Chennur House, P.O. Mathilakam, Thrissur Dt., Kerala, India.

Linguistic Abilities

:
English, Hindi & Malayalam

Visa Status



:
Residence, (No Objection Letter Provided) 
Indian National, Married, U. A. E. & Indian Driving License, 
References: 
· Mr. Shoby Sebastian, 
Gulf Wireless & T.V. Co. LLC. 
· Mr. Roni M D, 


Al Ostath Trading Est, 
..........
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