CV No: 968670
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Personal Details:-

Sex                                                     :          Male
Nationality                                         :          Indian
Date of birth



:
03/07/1974.

Marital Status


:
Married.

Place residing in


:
Dubai
Total Experience


:           9 yrs

Strengths



:
Strong communication skills







Self initiator







Leadership Qualities






Good coordinator.







Confident.
 
 Skills 




:
Strong mathematical skills
Outstanding communication skills both oral and written.
Strong negotiation and persuasion skills 

Excellent time management skills  

Proficient in using computer 

Ability to work under pressure
Excellent Presentation Skills

Ability to execute results against strategy and meet 
Critical deadlines

Educational Qualification :


Masters in Commerce (M.Com ) from Kanpur University, India in 1999. 
 Computer knowledge :
 
· Excellent command over the usage of MS Excel including macros, inter linking sheets, complex array formulae, pivot tables ,advanced Excel etc. Special interest in converting routine hourly jobs into activities which can be completed in minutes using macros and other power utilities
· Good working knowledge of MS Power Point, MS Office
· Sound Knowledge of ERP systems ( Oracle Financials ERP system, J.D Edwards ERP system Financial Module)
· Excellent command over Tally ( ALL VERSIONS), MS GP and Peachtree Accounting.

Languages known
:          English, Hindi
Objective : To serve the Company with the best of my ability and efforts trying to gain and disperse as much as I can with the experience that I have acquired with time.
Seeking for a rewarding and challenging position within the fields of Accounts & Finance which would utilize my skills and experience toward the progress of the company.
Current Work Experience : Working with as an Accountant cum admin executive from Sep2011 to till date.

BRIEF KRA’S:

· I am handling transactions of  company.
· AP entry and payment.

· AR entry and receipts.

· MIS.

· Bank transactions & reconciliation

· Credit control.

· Conversion of Foreign  currency
· Prepared profit and loss statements and monthly closing reports.
· Coordinated with sales staff to solve the finance related problems.

· Responsible for department wise budgetary control. 

· Finalization of accounts.

· Interacted with auditors for completing audits.
· Maintaining accurate cash transaction receipts to the suppliers

· All work related to Jebel Ali Free Zone Authority includes visa issues and all legal documents requirement.

· Online Customs declaration and customs documentation.
Work Experience : Worked with Technologies as a TEAM LEADER supervising ,guiding and heading a staff of  30 from April 2010 to Aug2011.
BRIEF KRA’S           ;

· Received the calls of overseas customers & provided them solutions.
· Supported and provided superior service via phones, e-mails and faxes as a receiver and caller

· Used questioning and listening skills that support effective telephone communication.

· Used an effective approach to handle special telephone tasks like call transfers, taking messages, call backs, holds, interruptions, and unintentional disconnects.

· Understood  the impact of attitude in handling calls professionally

· Effectively dealt with job stress, angry callers, and upset customers

· Used the most appropriate way to communicate with different behavior types on the telephone.

· Applied the elements of building positive rapport with different types of customers over the phone.

· Applied the proper telephone etiquette to satisfy various customer situations.

· Applied appropriate actions to effectively control a telephone call.

· Met commitments to customers
Past Working Experience :
· Finance executive in Almoayyed International Group, Bahrain
· Finance executive in LG Electronics, Pune India.
· Sr. Accountant .in Atlantic Spinning & Weaving Mills Pvt. Ltd, Mysore

· Accountant in Maya Machinery Pvt. Ltd.
· CSR in Novell solutions Pvt. Ltd
Professional Details:  


Organization
:  Almoayyed International Group from Nov 06 to 
                                                      Feb 10.



Designation
            :  Accounts & Finance Executive.
BRIEF KRA’S:

· I was handling transactions of  ASIC (A group of companies under AIG)
· AP entry and payment.
· AR entry and receipts.

· MIS.

· Bank transactions & reconciliation
· Credit control.
· Conversion of Foreign  currency
· Prepared profit and loss statements and monthly closing reports.
· Coordinated with sales staff to solve the finance related problems.

· Was responsible for department wise budgetary control. 
· Finalization of accounts.
· Department wise budgetary control and forecasting. 

· Interacted with internal and external auditors for completing audits
· Training, guiding and supervising the junior accountants to maintain and upgrade  the specific financial status of the company
· Maintaining accurate cash transaction receipts to the suppliers

DUTIES IN DETAIL AT ALMOAYYED INTERNATIONAL BAHRAIN
Supported Monthly Close:
· Prepared and reported financial data by supporting the company’s month-end process.
· Ensured that all books are closed for the month, all balances are calculated, and all     adjustments are made.
· Reviewed ledger balances and records adjusting entries on specific items such as prepaid expenses. 
      Prepared Financial Statements :
· Ensured that the company’s financial statements are "fair" and complete, and that such statements adhere to generally accepted accounting principles and regulatory practices existing in the company. 
Supported Audit Work :
· Co-operated with the company’s internal and external auditors to evaluate controls, guidelines and procedures around financial reporting processes and ensured that such controls comply with regulatory standards, corporate policies and industry practices.

Perform Financial Analysis:
· Helped the company appraise its operating data, short- and long-term investment needs, working capital requirements and capital structure models. 


 PREVIOUS WORK EXPERIENCE

1.     Organization
              : LG Electronics Pune India from May 2005 to 
                                               October 2006.

       Designation
               : Finance Executive. 
      BRIEF KRA’S       :     I was handling the following:
· Vendor’s financial issues-Acted as an adviser and financial interpreter and provide the accurate financial data to the vendors.
· Vendor’s reconciliation.

· Daily system entries of transactions.

· Budget flow and monthly budgetary control. 
· Daily MIS report.

· Payment to vendors.
 2.  Organization    
     :  Atlantic spinning & weaving mills Pvt. Ltd  Mysore
                                      India from Feb. 2004 to     Apr     2005
        Designation             :  Sr. Accountant.
BRIEF KRA’S:

· Handled all bank related matters.

· Ensured system entries on daily basis
· Was responsible for Finalizations of salary register.

· Handled payment to parties.
· Finalization of accounts books.
3.   Organization
             : Maya Machinery Pvt. Ltd Saharanpur India From Mar 03  
                                            to    Jan  04
       Designation 
           : Accountant
 BRIEF KRA’S:- 
· Handled all accounting entries and maintained accurate business transactions in ledgers and then recorded them on financial statements on monthly, quarterly and yearly basis.


·   Updated the Salary Register.

·   Handled all bank matters.
4.
Organization

: Novell solutions Pvt. Ltd from Mar 01 to Feb 03.

Designation                : CSR. (Call Centre)
BRIEF KRA’S:-  

· Received the calls of overseas customers & provided them solutions.
· Supported and provided superior service via phones, e-mails and faxes as a receiver and caller

· Used questioning and listening skills that support effective telephone communication.
· Used an effective approach to handle special telephone tasks like call transfers, taking messages, call backs, holds, interruptions, and unintentional disconnects.

· Understood  the impact of attitude in handling calls professionally

· Effectively dealt with job stress, angry callers, and upset customers

· Used the most appropriate way to communicate with different behavior types on the telephone.

· Applied the elements of building positive rapport with different types of customers over the phone.

· Applied the proper telephone etiquette to satisfy various customer situations.

· Applied appropriate actions to effectively control a telephone call.

· Met commitments to customers
          Hobbies


:
Playing badminton, Workouts and Reading.

Achievements & Activities:-

1) Stood first in body building competition in Saharanpur and secured First Class.

2) Represented the Shuttle Badminton team in School & College.





































