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	Executive Summary
	

	An Enthusiastic Results Driven and Competent Professional Drawing 11+ Years of Experience within 

the Domains of Accounts Management(7+ years), Marketing Management, Business Development and  General Management (4+Years). Experienced in various  Accounts  &  Management Functions in cash flow management, audit, finalization ,MIS reporting , payroll accounting ,Sales, Marketing, Business Development Including but not Limited to: Strategic Planning, Establishing: Distributor/ Retail/ Dealer/ Project Channels, After Sales Service, Inventory Management, Distribution, Training, Employee Relations, Administration, Customer Care and Public Relations. Displayed Abilities in Setting Priorities, Multi-Tasking and Working Well Under Pressure. 
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      Strengths 


	

	· Gulf experienced Accounts  Professional
	+  MIS Reports & Projection Reports Preparation

	· Accounts Finalization-Payables-Receivable Monitoring
	· Business development  & Marketing Research  competency

	· Reconciliation-Intercompany transactions management
	· Business correspondence & documentation

	· Administration-HR Documentation
	· Strategic thinker with excellent planning skills


	· WPS salary transfer, salary cards issue  & Management
	· ISO Norms Management
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	Educational Qualifications
	


	Mphil(Sales & Marketing Research), Bharathyar University, India
	2010

	Master  of Commerce(Finance & Management Accounting),University of  Calicut, India
	2006

	Bachelor of Commerce , University of  Calicut, India
	2002
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	Achievements
	



	· Performed consistently with indefinable enthusiasm, commitment and dedication towards accounting  & Marketing works which contributed to the achievement of organizational goals.

· Successfully established managerial skills and attained proficiency in analyzing issues in the field of accounting  & Marketing operations.
· Efficiently and effectively deliver work on timely manner.
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	Employment History
	


	Manager –Sales & Business Development - India    
 (ISO certified  trading company)

	Feb 2013 - Nov2013

	Accountant General , Group 2 Securities,  Dubai, UAE                                    
 (ISO certified leading security guarding  service company with more than 200 employees)

	Oct2010 - Jan 2013

	Marketing officer , Nice Marketing Limited,  India                                      (Manufacturer & wide supplier of  OGERA  watches)

	May2007 - Aug2010


	Accountant, Cyber world- IT Trading, Calicut, India

	Jan 2002 - Mar2007

	[image: image7.wmf]
	Competencies 
	


	Accounts Management

·  Responsible for all general accounting function including accounts receivable and payable.

· Examine, and financial statements including other financial reports to assess accuracy, completeness, and conformance to reporting as well as procedural standards. 

· Handle complete books of accounts independently up to finalization. Prepare cash flow statements, reconciliation statements & prepare final accounts such as profit & loss account and balance sheet. 

· Knowledge to resolve the differences of initiating and processing journal entries into various accounts using a variety of accounting software applications.

· Breakdown and reconcile expenditure and revenue accounts; besides training sub-ordinates to make sure that the work flow is systematic and well organized.
Business Development, Customer Relationship & Sales and Marketing

· Conducting market research by keeping the abreast of the market trends & competitor moves.

· Streamlining the efforts for attaining short & long term goals of the company with the help of preparing marketing & branding collaterals.
· Managing customer centric operations & ensuring satisfaction by  achieving delivery & service quality norms .

· Attending to clients complaints & undertakings steps for effectively resolving them & interacting with  the customers to gather their feedback  regarding their product satisfaction.
· Forecasting periodic sales targets & driving sales initiatives to achieves business goals & managing frontline sales team to achieve them.
· Conducting competitor analysis by keeping abreast of market trends & competitor moves to achieve market share metrics.

	Administration Management

· Ensure smooth functioning of the department about handling day-to-day transactions.  

· Liaise with banks, auditors, clients, suppliers, and all third parties dealing with the company and keep strong rapport with the same. Able to deal with range of people in a competitive and target driven environment.
· Initiate discussion; sharing of ideas with team members; identifying possible solutions and implementing the same towards the achievement of organizational objectives.

· Prepare reports regarding accomplishments for and forward to senior management.

· Work closely with the different departments; gathering information from them and seeking support towards the discharge of duties to ensure smooth operations.
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Special  Training  Undergone &  Conferences Attended  
1.Special  Authorized training in ‘Accounting Basics in SAP (FICO)’ -2013
2.National Level  seminar  in  “E-Commerce” - participant as a Research Scholar -2010
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	Proven Job Role
	


	Manager- Business Development- Powerade
· Responsible for business development for the sales & marketing , new clients  development  & Key account Management .

· Handling  product presentations ,Quotations  & Tendering processes.

· Develop good customer report & support.

· Comply with sales process & Mechanism of the company to ensure business professionalism & integrity.

· Analyzing marketing trends through market study  and  tracking competitors activities, proving valuable inputs for the products enhancement & fine turning sales and marketing strategies 
Accountant General- Group 2 Securities    
· Responsible in the daily financial and accounting operations such as cash flow management, Bank reconciliation, cash balances, revenues, expenditures, daily journal, general ledger and inter-company 
transactions. Monthly Management reporting, variance reports, analysis of monthly& quarterly 
results, planning & analysis, & MIS reporting. 
· Managing all the administrative functions including payroll, gratuity, leave, Flight ticketing, visa 
processing and medical certificate processing.
· Managing human resources functions with using Tally Erp9 including employees job file creation, passport, Employment Visa & Labour card Renewal date  information  programming.

· Administering the PRO and company driver to assure all visas, trade license, medical of new  employees,  immigration, computer cards and other office concerns are updated.

· Responsible for planning, organizing, directing and controlling operations in achieving the maximum profitability for the company.

· Liaise with banks for transactions and negotiate and secure favorable financing for the company; manage insurance for assets.  

· Liaising and aiding external & internal auditor in the smooth, timely accomplishment of audit procedures.
· Handling the finalization of monthly and yearly accounts, coordinating with banks for facilities and other bank related issues. 
· Manages all purchase functions .
· Keeping & Handling the ISO norms in the company.
· Involved in overall sales cycle  both pre and post sales activities.


	Marketing officer- Nice Marketing Limited
· Follow ups sales strategies & plans for growth and expansion
· To look after Distribution centers and Dispatch centers as well .
· Coordinating with sales team  for the smooth functioning of work 
· Looking after the various events activities of the entire city as well as districts.



	Accountant-Cyber world


	· Handled general administration, petty cash maintenance and preparation of monthly statement of accounts and, sales update, . Organized with suppliers and clients.

	· Overall management of finance functions 

· Providing assistance to the management for evaluation of financing options.

· Preparation of monthly management accounts.
· Liaising with banks, insurance companies, lawyers and auditors.
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IT Skills
· Adept in Accounting Software in  Tally ERP 9 
· Knowledge with Adobe Photoshop.
· Knowledgeable with SAP  software in Financials & controlling(FICO)

· Knowledgeable with Tally ERP software in Points of Payroll management, cheque printing, HR management, Bank reconciliation etc.

Proficient in MS Office Suite (Word, Excel), Internet & Email applications.
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	Personal Details
	


	Nationality
	:
	Indian

	Date of Birth
	:
	7th  August , 1980

	Visa Status
	:
	Visit visa

	Marital Status
	:
	Married

	Religion
	:
	Islam

	Languages
	:
	English, Hindi ,Urdu, Malayalam & Tamil




