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OBJECTIVE
Contribute to a dynamic growing organization where my strong analytical, interpersonal skills and hard work will have a significant impact. The optimal position will provide professional growth and opportunities to contribute.
EXPERIENCE

· 23 years of experience in Accounts.(Five years UAE experience as ASSISTANT ACCOUNTS MANAGER with Valid UAE Driving License) 
· Visa Status

            : Employment Visa 
· ACADEMIC CREDENTIALS & OTHER QUALIFICATIONS

            B.com



:
University Of Kerala 1987                                     
     Computer Knowledge               : 
Ms Office, Tally 9, Peachtree and




              
Excel Travel Accounting Software

· Presently Associate with BONTON TOURS AND TRAVELS LLC, IATA, DUBAI. As ASSISTANT ACCOUNTANTS MANAGER (From July 2010 to Till Date).
KEY SKILLS

· ACCOUNTS RECEIVABLE: - Prepare, verify and sending the invoices to the client and regular follow-ups for the collection. Passing the necessary entries against the JV as per the receipts.

· ACCOUNTS PAYABLE: - Reconciliation of Hotel Invoices and Supplier invoices like Desert Safari, Dhow cruise, Limousine rent a car etc against the sales reported. Passing the necessary entries against the JV as per the payments.
· PAY ROLL: - Preparing the salary payroll (WPS) for the employees.
· Responsible for the maintaining of employees Attendance Sheet against the Salary payable. 
· Responsible for maintaining the Payroll journal and ensures proper record of disbursements.

· Maintains personal records of employees in the organization and ensures accurate integration with the payroll.

· PETTY CASH: - Handling the Petty Cash for the daily business and prepare the payment voucher against the payment and passing necessary entries.
· BANK RECONCILIATION: - Daily reconcile the bank statement against the cheques issued and deposits with the book of accounts and passing the necessary entries in case of bank charges.
· SUNDRY DEBTORS AND CREDITORS RECONCILIATION: - Reconciling the Debtors and Creditors Statement regularly in order to make sure to both the account is tally.
· MONTHLY REPORTS: - Preparing the monthly reports of Trail Balance, Profit and Loss Accounts and Sales.

· MIS REPORT:- Preparing the monthly MIS report as per the requirement of the management.
· YEAR ENDING SCHEDULES: - Preparing all the year ending schedules like Fixed Assets and Depreciation, Prepaid payment cheques for Rent, Insurance and Vehicle Loans, Accrued Interest and Employees End of Benefits etc for the Finalization.
· FINALIZATION: - Handling and maintaining of all Accounts up to Finalization and assist the Auditor for the Final Auditing.

· ENGINEERING LLC, DUBAI,UAE  as GENERAL ACCOUNTANT

From September 2008 to April 2010.
Roles and Responsibilities

· PAY ROLL: - Preparing the salary payroll (WPS) for the employees.
· Responsible for maintaining Payroll accounts and handles reconciliation of these accounts through the accounting system.

· Revise existing accounts and make necessary changes, if required.

· Responsible for maintaining the Payroll journal and ensures proper record of disbursements

· Maintains personal records of employees in the organization and ensures accurate integration with the payroll.
·  General ledger updates, reporting and overtime calculations.

.

· ACCOUNTS RECEIVABLE: - Receive and verify invoices and requisitions for goods and services, Prepare, verify, and process invoices and coding payment documents, Data enter invoices for payment, Record all cheques, 

· ACCOUNTS PAYABLE: -   Review invoices and check requests, sort and match invoices and check requests, set invoices up for payment, reconciliation of payments, vendor file maintenance, correspond with vendors and respond to inquiries, produce monthly reports.

· PETTY CASH: - Handling the Petty Cash for the daily business and prepare the payment voucher against the payment.

· BANK RECONCILIATION: - Reconcile the bank statement with the company accounts and will pass the necessary entries if any bank charges.
· SUNDRY DEBTORS AND CREDITORS RECONCILIATION: - Reconciling the Debtors and Creditors Statement regularly in order to avoid the arguments.

· MONTHLY REPORTS: - Preparing the monthly reports of Profit and Loss Accounts.

· YEAR ENDING SCHEDULES: - Preparing all the year ending schedules for the Finalization.
· FINALIZATION:- Handling and maintaining of all Accounts up to Finalization
SENIOR ACCOUNTANT
M/s ACCOUNTS (Accounts Contractors) AMBADI LINE, COCHIN-35

INDIA. From February2000 to July 2008 
· Control over all Accounting & Financial matters
· Preparation of Year ending Schedules
· Bank Reconciliation and Disburse cash against approved vouchers and maintaining physical balance of petty cash.
ASSISTANT ACCOUNTANT
JACOB AND ASSOCIATES,CHARTERED ACCOUNTANT, COCHIN,INDIA. From March 1990 to August  2000 .
· Verifying of Sales and purchase voucher for the Auditing.

· Preparing of Sales Tax Return and submitting in the Sales Tax Office.
PERSONAL DETAILS

          Date of Birth

      :

3rd May 1966

Religion


:

Hindu


Marital Status


;

Married


Sex


:

Male


Nationality


:

Indian


Languages Known


:

English,Hindi
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