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KEY SKILLS

· Communication

· Problem Solving

· Computer Literate

· Working with others

· Improving own learning

OBJECTIVE

To be a part of your esteemed organization where my skills and capabilities would be useful and provide my services to attain objectives through fullest commitment and co-operation with superiors, in turn to enhance the productivity of the organization and my own skill set

COMPUTER SKILLS
S/W Packages: Quickbooks
MS-Word & Excel 

Presentation tools: MS-Power point 
PROJECT WORK / TRAINING
Undergone Customer Service and other Product training from UAE Exchange & Financial services Ltd.

PERSONAL PROFILE
LE                                                                                                                                   

Date of Birth

21st Oct 1978
Marital status

Single
Languages

English, Hindi, Malayalam
Residing

Dubai, U.A.E
Hobbies

Reading, Watching sports
Nationality

Indian
Visa Status
Employment

	CV No: 1058700
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

EDUCATIONAL QUALIFICATIONS 


Master of Commerce - Marketing                                                      (2000-2002)

Calicut University                                                                                           Kerala
Bachelor of Commerce                                                                      (1996-1999)                
Kannur University                                                                                          Kerala 
WORK EXPERIENCE


Regional FZCO                                                           Dubai, U.A.E

Accountant                                                                     Feb 2012 to August 2013
Company Profile: M/s Paris Gallery Regional is a fully integrated brand management, logistics and distribution operation located in Dubai Airport Free Zone and under the management of Arabian Marketing Corp, providing an A to Z turnkey brand management solution for some of the key luxury brands (Montblanc, Montegrappa, Dunhill, Sekonda etc), in the Paris Gallery environment. Paris Gallery Regional is a Joint Venture between Arabian Marketing Corporation and Al Fahim Enterprises.
Job Profile: 
· Manages Accounts Payables.
· Ensures timely payments to suppliers and government bodies.
· Process cheques and telegraphic payments to suppliers.
· Process Cash/Credit Invoices of vendors, attach relevant documents hereto before submitting them for signature to authorized signatories.
· Preparation of creditors reconciliation statements.
· Monitor accounts to ensure payments are up to date.
· Resolve invoice discrepancies.
· Produce monthly reports.
· Assist in month end closing.
· Petty Cash Custodian.

· Responsible for accounts receivables.
· Manages and prepares age analysis report.
· Follow up, collection and allocation of payments.
· Monitoring customer account details for non payments, delayed payments and other irregularities.
· Maintain accounts receivable customer files.
· Follow established procedures for processing receipts, cash etc

· Prepare bank deposits.
· Investigate and resolve customer queries.
 Financial Services Ltd.                        Kannur, Kerala, India
Assistant Manager                                                               Jun 2002 to Oct 2008
Company Profile: U.A.E Exchange & Financial Services Ltd is the global leader in remittance and foreign exchange with direct operations spreading across five continents and 30 years of successful business history. 
Joined as Probationary Junior Officer on June 2002 ( Confirmed as Junior Officer on June 2003 ( Promoted as Officer on Jun 2004 ( Joined back as Senior Officer on Apr 2005 ( Promoted as Senior Officer Scale II on Apr 2006 ( Promoted as Senior Officer Scale III on Apr 2007 ( Promoted as Asst. Manager on Sept 2007 ( Promoted as Asst. Manager Scale III on April 2008.
Job Profile: 
· Introducing new range of products to customers, Business Development.

· Dealing with Forex operation - Purchase and sale of foreign currencies and travelers cheques.  (Including Banks & other Financial Institutions).

· Financial Accounting - Handling of branch accounts through internet/online accounting system, 

· Reconciliation of bank accounts, Forecasting the Fund requirements and coordinating with H.O

· Marketing of Financial products like Money Gram, Xpress Money and its operation.

· Experienced as a cashier (Forex / INR)
· Exporting of foreign currencies

· Responsible for safe-keeping of cash/cheques etc.
· Administration -In the absence of the Branch Head was second in charge

· Audit Compliance Officer of the Branch.

· Forex incharge

· NSE – On line Trading
HDFC Bank Limited                                                              Kannur, Kerala, India
Teller                                                                                     Oct 2004 to Mar 2005
Company Profile: HDFC Bank was incorporated in August 1994 and currently has a nationwide network of 1,725 branches and 4,393 ATM's in 780 Indian towns and cities.
Job Profile:
· Responsible for Cash and Customer Transactions at the teller counter.

· Cash receipts and Payments

· Cash handling / balancing
· Vault custodian

· Report generation and filing

· EOD cash position, BJR, Instrument issued
· Register updation - Vault registers, Large cash transaction register, etc.

· ATM loading and balancing

· Liaison with external customers, audit, retail operations, clearing, fund arrangement, currency chest.
EXTRA CURRICULAR ACTIVITIES
· Won Rajyapuraskar Guides Award in the year 1993

· Won Rashtrapati Guides Award in the year 1994

CONCLUSION: The above mentioned statements are true to the best of my knowledge and belief and I look forward to challenging assignments in your organization, given an opportunity to utilize my talent and enhance my knowledge application further.



