[image: image2.jpg]



CV No: 99732
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




CAREER OBJECTIVE:

To be part of an ambitious and committed professional organization providing challenging work environment and prospects for long term career growth and development.
PROFESSIONAL QUALIFICATIONS:

· M.COM  Finance ( Calicut  University, Kerala), ( March, 2006) 

· B.com (Calicut University, Kerala, India)   (April 2004). 

· CCA. Certified Computer Accountant (2004)
COMPUTER PROFICIENCY:

· Tally ERP 9.
· Peachtree.
· Excellent Working Knowledge of MS Excel, MS Word, other MS Applications.
· Matricsite (Retail solution system), Retail 360 soft wares   for retail and trading companies.
PROFESSIONAL EXPERIENCE:

Total Experience in Accounts & Administration.: 7  Years
1. DISTRIBUTION FZE, From October-2012 –Present date.
One of the Major exporters of I.T products to all over the country (specially to Africa),based in Jebel Ali Free zone, Dubai .U.AE

Position Held- Chief Accountant

Job Profile

· Daily Cash Flow statement

· Debtors & Creditors Ageing Reports

· Weekly Vendor Payments and Postings

· Intercompany Transaction postings and settlements

· Posting of Invoices and Journal vouchers

· Maintaining petty cash register.

· Monthly Bank Reconciliation. 

· Verifying documents and submission to customs. Doing all important customs related works for the company in Dubai Trade Portal.
· Handling customers’ orders and planning shipments.

· Taking Dubai customs, Jafza portal statement online and tally with internal statement every week.  

· Following up with debtors for outstanding payments by email and phone.  

· Preparing monthly salary statement and disbursement of salary through WPS.
· Getting better freight rates from various Freight forwarders.

· Administrative activities such as taking visas, and all the works related to HR in Jafza portal.
· Knowledge of Import and Export LC documentation.
2. M/s   KRAZ SUPER MARKET   SHARJAH, UAE) From June -2007 – SEP-2012
One of the leading supermarkets in  Abu Shagara, Sharjah, UAE, with a turnover of 12 million Dirham per year and more than 200 suppliers (payables).
Position Held:  Manager –finance & Administration.
I have considerable experience in working in retail trading organization in various capacities and thus am familiar with the whole setup.

Job Profile

· To ensure that the company’s Accounting records are prepared and updated accurately and in a timely manner.
· To device new schemes and promotion for maximizing profit and involved in the development of marketing strategies for the company.

· In charge of over 20 staffs and involved in the recruitment & training process of new staffs

· Maintaining all accounts works by scrutinizing entries, final scrutiny   of ledger accounts, costing, passing closing entries and preparation of accounts statements.
· Negotiate with suppliers about display rent and new listing of products.

· Deal with different WPS activities like SIF file preparation, payroll processing etc...

· Accounts payables, payment procedures of each purchase invoices .cheques preparation of  around 200 suppliers monthly(after checking supplier statements, purchase invoices and purchase returns )

· Preparation of Financial reports & Financial statements and presenting the various reports to the Management for effective product controlling and smooth fund flow.

PRO works of the company
· In addition of accounts I am doing all the Public relation works like taking visa, medical of staffs, trade license works etc.
· Doing bank related works like cheques& cash deposits, collection of cheques book etc.
Reporting to Managing Director and Auditor as and when required

3.  ELITE DRUG HOUSE 
     THRISSUR, KERALA (AUG-2006 TO JAN-2007)
JOB TITLE: ACCOUNTS & ADMINISTRATION ASSISTANT.


· Orders and maintain  supplies and materials

· Receive and record invoices and arrange payments

· Managed all petty cash & office supply expense accounts

· Handle all cash related transactions; tally cash with sales department daily; deposit the same with bank

· Prepare regular reports and summaries of accounting activities.

PROJECT & TRAINING
Worked in Foster Biscuits (Thrissur,Kerala) as a trainee for a period of two months  for the placement training session in the time of  PG course and make the report  specially focused on Human Resource Management. 
PASSPORT DETAILS:

Place of issue
:
Cochin, Kerala.
Nationality
:
Indian.
Visa Status
:
Employment/Free zone visa
PERSONAL DETAILS:

Date of   Birth
:
30/05/1984

Marital status
:
Married.
Language known:
Malayalam, English, Hindi, Tamil & Basic Arabic.
Hobbies
:
Sports.


License

:
Have valid UAE driving license.
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