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MIDDLE MANAGEMENT PROFESSIONAL

~ Finance & Accounts ~

PROFILE SUMMARY
· Qualified B.Com. with nearly 6 years of experience in Finance & Accounts, MIS Reporting & Documentation, Reconciliation and Cash
· Skilled in accelerating the monthly reconciliation process
· Specialized in providing information on financial status by preparing special reports such as Available VCC (Vehicle Custom Certificate), Vehicle Sale and Insurance Report

· Proficiency in processing daily invoicing for accounts receivable and monthly insurance commission statements as well as updated customer payments

· Experience in recording and handled all accounting entries in SAP Version 6 & Tally ERP 9

· Abilities in ensuring matching of invoices, debit/credit notes, delivery notes, purchase orders, vouchers and other related documents before creating any accounting entries
· A keen analyst with excellent inter-personal and problem-solving skills

CORE COMPETENCIES
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Updating and analyzing monthly expenditure of the branch schedules to identify accrual
· Member of the Team that transferred accounting operations from Manual MS Excel Account to Tally ERP 9 software in 2009; which helped in addressing issues such as reliability, and accuracy
· Checked invoices/vouchers vis-à-vis contracts & purchase orders

· Successfully integrated a separate debt ledger system into the main accounting ledger, which ensured improved control and cash
· Interfaced with cross-functional teams for stock taking exercises and the subsequent reconciliation 
EMPLOYMENT DETAILS 

Since Mar’13: Ali & Sons Co. LLC (Motor Division), Abu Dhabi as Junior Accountant 
Key Result Areas:

· Functioning as a Custodian of the Vehicle Customs Certificate and releasing the same against approved sales deals
· Accountable for preparing, reconciling and posting petty cash for weekly reimbursements & ensuring adequate cash availability at the branch for expenses
· Handling collection of payments (Cash, Cheques or Bankcards) from customers & Bank deal cheques, processing cheques for banks through M/s. Transguard Security and ensuring correct posting in SAP
· Responsible for:

· Making payments for day-to-day showroom expenses and recording in SAP cash journal

· Minimize the risk of fraud & errors in cash transaction by adopting cash transaction policies & procedures in the showroom
· Arranging registration paper for traffic department upon approved and closer deal.

· Review and validate final document and authorization release of vehicle to customer.
· Conducting periodical physical verification of the selection items with the system stock
· Rendering support to Statutory and Internal Auditors as and when required.

· As approval of Company credit application, Receiving and depositing Post Dated cheque with M/s. Transguard Security
· Coordinating with Bank Representative for arrange bank Finance 
· The second set preparation and Bank Finance/ Insurance report submission to Head Office
· Liaising with:

· Head-Office - Accounts for timely up-dation & correction of financial books related to cash and bank transactions
· The Finance & Insurance Executives for processing cash and cheque collection from customers
Jun’11 – Jan’13: RIBCO Steels, Bhatkal, Karnataka as Accountant  
Key Result Areas:

· Shouldered the responsibility of preparing account reconciliation on a monthly basis and investigating each transaction and working on minimizing the risk in the accounts
· Accountable for maintaining:

· Stock verification report on a monthly basis
· Purchase and sales order
· Looking after banking functions like deposit, withdrawal and transfer of funds
· Entrusted with the task of handling E-submission of sales & purchase invoice to Value Added Tax Department
· Developed debtors and creditor list and followed up on a weekly basis
· Responsible for:

· Monitoring and maintaining of Purchase Register
· Issuing branch stock transfer memo

· Submitting monthly report to Head Office - Account Department
· Rendered assistance in preparation & co-ordination of audit process
Jun’09 – May’11: Welfare Hospital (A unit of Bhatkal Health Care Ltd., India), Bhatkal, Karnataka as Accountant  
Key Result Areas:

· Entrusted with the task of handling conversion from Manual Accounting to Computerized Accounting

· Accountable for preparing:

· Salary statement using Tally E.R.P 9 and MS Excel

· Deduction list for staff advances and debits for the month

· Salary cheques and accounting of salaries

· Cash and check payment timely creditors list & making payment
· Taking care of maintenance and monitoring of General Accounts

· Responsible for:

· Handling cash collections from all the department of the hospital

· Preparing and checking all Bank reconciliation statements, reconciling Debtors & Creditor’s ledger

· Checking of invoices and stocks

· Maintaining fixed assets register

· Conducting review of hospital accounting procedures

CERTIFICATION: Tally Accounting Software Certified (Tally ERP 9)

PROFESSIONAL QUALIFICATIONS
· B.Com. from Canara First Grade College, Mangalore, Mangalore University of India in 2009 with First Class 

IT SKILLS
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Conversant with: 
· SAP Accounting Software
· MS-Office 2007 & 2010 (Word, Excel & PowerPoint)
· Installation, modification computer software conversions and upgrades
· Installation of Windows XP / Vista / Win7 /8
PERSONAL DETAILS

Date of Birth:

1st March 1988

Languages Known:
English, Arabic (Type, Write & Read) and Hindi.
Driving License

Light Vehicle, United Arab Emirates

Location Preference:
UAE & Qatar
