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Objective: A suitable career in Accounts & Administration where my experience & education will have valuable application.
PROFILE IN BRIEF:
· 5 years experience in Accounts & Administration  in UAE 

· 6 months experience in asst accountant in  India 

· Currently working in UAE.

· Valid UAE Driving License for Light Vehicles.
· Hold a Bachelor Degree in Commerce (B. Com.).
· Good knowledge on Tally ERP9, Peachtree & comrade, MS Office Applications.
· Detail-oriented, efficient & organized professional with an extensive experience in accounting systems.

· Excellent written & verbal communication skills.

· Resourceful in completing projects & efficient in multi-tasking.

· Energetic & self-motivated with a high degree of cultural sensitivity.

· Can work under pressure & meet deadlines. 

WORK HISTORY
· Accountant,  Leading Company,  Dubai (2008 TO Till date)

  Work Details:- 
· Prepare profit and loss statements, Balance Sheet, Trail balance & monthly closing and cost accounting reports.
· Reconciliation of bank statements and other accounts.

· Updating financial position of the company in relation to bank balances on a daily basis; preparing weekly cash flow projection/AR Report/AP Report for submission to management.
· Coordinating with banks for day to day transactions.

· Petty cash handling and other administration works as required by the department.

· Preparing sales invoices, credit notes and debit notes & the upkeep of an accurate accounts filing system.

· Preparation and input of month end journal vouchers.

· Assisting audit works.
· Ensure appropriate approvals prior in all type of payments like utilities, rent, fuel, suppliers & other cheques, etc.
· Perform all transactions with bank such as Letter of Credit, TT & Trust Receipt Loan, etc.

· Preparation of various reports for senior managers.

· Perform all duties related to closing monthly/ yearly accounts.
· Labour related works (preparing papers for new visa, renewals and Gratuity calculations, Review and confirm payroll related calculations including deduction, staff benefits)
· Payment follow-up and preparation of cheques & make payments to overseas suppliers by Telex Transfer.

· Prepare debtors’ listing and constantly follow up for payments.
· Controlling cash book, complaints, reconciliation of assets and liabilities, accruals, intercompany reconciliation and balancing inventories.
Accountant, Bharti Airtel Pvt ltd India       01-6-2007 to 31-12-2007
· Perform daily accounting transactions such as creating & posting vouchers.

· Accurately record cash transactions like PV, RV, JV, Chq. Etc.
· Generated income statements and prepared balance sheets, general ledger, checks and reports.

· Ensure appropriate documentation for all transactions.

· Responsible for checking on pending invoices and follow up for payments.
· Prepare Monthly sales report and prepare the commission statement for sales people.

· Prepare invoices for commission from the developers.
· Collecting payments, handling bank transactions like depositing cheques and cash

· Maintaining personal information and HR administration records
· Inventory control
· Bank reconciliation and reconciliation of debtors and creditors
· Petty cash handling & other Administration works as required by the department

ACADEMIC PROFILE

· Bachelor of commerce (B.com)   (Calicut University, Kerala, India)

· Higher Secondary Examination-commerce group (12th ) (Kerala Board, India)

· Secondary School Leaving Certificate(10th )  (Kerala Board, India)

COMPUTER SKILLS
· Computerized Accounting (Tally9 , Peachtree, comrade accounting software ERP) 
· Proficient in all MS Office applications

· Well-versed with Internet & E-mail

PERSONAL PROFILE

Nationality

:
Indian

Date of Birth

: 
30-05-1986

Status


:
Single

Visa Status

:
Employment (noc available)

Languages

:
English, Hindi & Malayalam 

Driving license

:
Valid UAE Driving License for Light Vehicles.
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