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Recognized for driving high-value revenue and profit gains and improved organizational productivity and performance.
Areas of Expertise
· Finance & Accounting 
· Payroll Management 
· Billing & Auditing 
· Business Management 
· Financial Accounting 
· Daily Transactions 
· Income Statement 
· Account Receivable & Payable 
· People Management. 
· Reporting 
· Reconciliation 
· HR duties 
· Customer Service and Coordination 
Credentials
· MBA (HUMAN RESOURCE) from College, Madras University Chennai, India (2011) 
· BCom from College, Madras University Chennai, India 
(2009) 
Seeking to steer operations in a
position Accounts HR, Admin
Operations Management, Customer Service and Sales
Coordinator while integrating expertise and leadership skills that drives organizational performance to world-class levels.


ACCOUNTS, HR, ADMIN, TEAM LEADER, OPERATION MANAGEMENT, CUSTOMER
SERVICE and COORDINATION WITH A CAREER SPANNING 11 YEARS 8 MONTHS
· High-performing professional with experience in Finance, Accounting, Payroll Management, Billing & Auditing, Business Management, Financial Accounting, Financial Statements, Daily Transactions, budget Management, Income Statement, Account Receivable and Payable and People Management. 
· Adept at improving the existing financial reporting systems and internal control procedures by creating a work improvement discussion group. 
· Demonstrated capabilities of critical thinking and problem resolution, skilled in negotiating and liaising with government and other departments. 
· Recognized for sound, practical management, impact-driven financial models and strategies. 
· Ability to innovate, work around and implement in any complex environment, skills of restructuring & re-engineering of business affairs for optimal use of resources. 
· Dynamic change agent skilled in repositioning organizations to achieve operational & manufacturing excellence. 
· Recognized as a team player with leadership skills, able to generate new ideas, analyze and resolve challenges and realize organizational goals 
KEY RESULT AREAS
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Finance Management
· Conceptualising and implementing competent financial strategies with a view to generate profits. 
· Managing the overall functioning of finance & operation processes, identifying improvement areas and implementing adequate measures to maximise customer satisfaction level. 
Accounts Management
· Consolidating and preparing various reports, reconciliation statement, for evaluating differences in accounting. 
· Monitoring preparation of financial statements, maintenance of statutory books of accounts & financial statement for quarterly & annually held audits. 
· Implementing systems, procedures & manuals for preparation & maintenance of statutory books of accounts and financial statements, ensuring compliance with time & accuracy norms. 
Auditing
· Evaluating internal control systems/ procedures to highlight shortcomings & implementing recommendations. 
Budgeting & MIS
· Formulating annual budgets and conducting variance analysis to determine difference between projected & actual results and implementing corrective actions. 
· Assessing the sales & accounts related MIS Reports & circulating it to management on a weekly/ monthly basis. 
WORK EXPERIENCE

- FARAH WORLD LLC - Dubai
Industry: FREIGHT FORWARDING AND LOGISTIC
Designation: Accountant, HR and Admin
Period: Oct’ 2013 - April 2015

Responsibilities:
· Monitoring movement of funds and controlling the Group’s internal funds 
· Overseeing the functions of the Accounts payable 
· Liaising with suppliers, and all third parties dealing with the company. 
· Controlling charges and bank commissions. 
· Preparing and presenting monthly reports of group’s activities. 
· Monitoring and following up with Accounts Receivables. 
· Auditing financial and accounting documents. 
Financial & Budgeting Functions:
· Develop, implement and maintain Financial & Budgeting functions and effective planning & analysis capability that will provide senior leadership with appropriate analytical tools to establish goals and measure performance of the Company’s businesses. 
· Routinely communicate business unit and company consolidated financial and operational performance trends, historical and forecasted, using appropriate metrics. Suggest trends, resulting implications, key actions, and strategic implications. Coordinate the capital spending review process for the company. 
· Monitor and analyze monthly operating results against budget. 
· Develop and execute processes to allow for routine analytical reviews of company financial and operational performance, leveraging business unit analytical resources and tools 
· Direct financial audits and provide recommendations for procedural improvements. 
Accounting & Costing:
· Preparation of Cost Center wise variance analysis with the budgets and actual and reporting the variances to management. 
· Review and approval of the payroll on monthly basis. 
· Review of receivables and follow up with the accounts receivables manager on day to day basis. 
Reports & MIS:
· Develop official annual report of actual revenues, transfers, and expenses. 
· Manage the preparation of financial outlooks and financial forecasts. 
· Prepare financial analysis for contract negotiations and product investment decisions. 
People Management:
· Ensure all job functions are executed correctly and in a timely fashion. 
· Work with department managers and corporate staff to develop long term business plans for the company. 
· Establish and implement short- and long-range departmental goals, objectives, policies, and operating procedures. 
· Design, establish, and maintain an organizational structure and staffing to effectively accomplish the department's goals and objectives. 
HR & Admin
· Maintaining Personnel filling system. 
· Ensure all workers compensation claims documentation is completed and provided to insurer. 
· Liaise with insurer and payroll about workers compensation claims as required. 
· Maintain and update personnel records for staff (paper and electronic) Record leave scan paperwork for electronic filling. 
· Employee visa renewal and medical 
· Take a active role in creating a safe and healthy work environment 
· Maintain proper records for all documents 
· Provide supplies by identifying the needs for reception, switchboard & kitchen, establishing policies, procedures & work schedules. 
· Responsible for drafting along with CTC & issuing appointment letters to candidates. 
· Recruitment activities such as preparation of JD’S after comprehensive discussion with line managers 
· Ensure HR policies are implemented and adhered to, improving policies and procedures 
· Induction for newly joined employees on company profile and department functions. 
· Handle daily operations of the Company. 
· Prepare the Salaries of the employees for both Sub- Contractor and Contracting employees of the company. 
· Coordinating with different working sites of the company to consolidating orders and deliveries needed for operations. 
· Endorse documents needed in preparation for payments to suppliers. 


PREVIOUS EMPLOYMENT

· TANISHQ JEWELLERY ‘TITAN INDUSTRIES LTD (A TATA PRODUCT) 
Designation: Accountant cum cashier
Period: Nov ‘2009 –Sep 2013
· SANICO INDIA (DISTRIBUTION OF PARRYWARE) Designation: Accountant cum Sales Coordinator 
Period: Jan’09- Oct ‘09
· HOT CHOPS CONVENIO FOODS INTERNATIONAL PVT LTD(GROUP OF REYNOLDS PEN INDIA) 
Designation: Accountant cum Floor Manager 
Period: Feb’04 – Dec’08
TRAINING

  Attended training regarding Soft Skill, Personality Development
COMPUTER SKILLS

· MS Word, MS Outlook, MS Excel, Internet 
· Accounting Packages: Tally Package, Ascend, Poss,  Furturistic, ERP Package(Peach Tree), 
PERSONAL INFORMATION

· Date of Birth: 22-11-1973 
· Married 
· Fluent in English, Hindi, Urdu and Tamil 

