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CAREER OBJECTIVE:

Seeking a Senior Position in Accounts, Finance & Administration with a reputed organization where my education & experience will have valuable application. 
PROFILE SUMMARY:
· Over 5 year’s experience of Finance, accounts & administration in India & UAE.

· 3 years of experience in UAE with a reputed organization.

· Professionally qualified with a Master of Business Administration (M.B.A) & Bachelor of Commerce (B.Com.).

· Well experienced in computerized accounting environment & also proficient in MS Office Applications.

· Have detailed knowledge of accounting procedures, finance management, liaison with banks, develop & nurture client relations, financial forecasting, budgeting, planning & costing aspects.

· Possess demonstrated ability to work effectively and congenially with employees at diverse levels. 
· Possess excellent analytical, management, administration & problem solving skills.

· Highly organized, ability to work under pressure in fast paced environment meeting deadlines successfully.

PROFESSIONAL EXPERIENCE (MOST RECENT): 
Chief Accountant & Logistics Coordinator, Zakariya Auto Spare Parts Trading LLC, UAE (Aug 2010 –6th September, 2013)
· Receive / verify invoices and resolve any invoice discrepancies
· Prepare and process accounts payable cheques  and wire transfers

· Reconciliation of payments

· Petty Cash Management

· Manage the daily and weekly Cheque run and record all cheques

· List all vendor cheques in the log book & maintain general ledger

· Produce monthly reports & assist in month-end closing
· Monitor Payroll and Management Reporting Activity

· Applying re-presented & overdue cheques

· Assisting the Management in formulating policies related to Risk & Compliance

· Preparing Audit report on year end & submitting to Auditors
· Monitoring Management in fund flow activities

· Supervising colleagues in other branches

· Reconciling reports with all branches
· Preparing documents for Exports & Imports.

· Logistics coordination.      
PROFESSIONAL EXPERIENCE (PREVIOUS): 
Accountant, Pheroze Framroze & Co Pvt Ltd [INDIA] (March 2009 – Aug 2010)
· Manage the day to day financial transactions of the company.

· Prepare monthly budget & maintain book of accounts in a computerized environment.

· Assisting annual budgets 

· Monitor Payroll and Management Reporting Activity.

· Prepare day to day bank transactions & day to day cash transactions reports.

· Responsible for daily funds position, receivables position & reporting to Finance Manager

· Handle cash management.

· Control petty cash; prepare render accounts of individuals & departments.

· Prepare Projected & Actual Cash Flow Statements.

· Ensure reconciliation of all sub ledgers & general ledger is performed on regular basis.

· Check Monthly Bank Reconciliation Statements of all bank accounts maintained; resolve any differences in a timely manner.

· Preparing periodical cash flow & fund flow statements for Monthly Sales, Monthly Stock Report etc.

· Conducting internal audits, physical stock taking & reconciliation.
Achievement
Letter of appreciation received during summer internship program form Ms Kotak Life Insurance Pvt Ltd for achieving the target assigned.
ACADEMIC HISTORY:

Masters of Business Administration (M.B.A –Finance & Marketing), ICFAI National College, India

Bachelors in Commerce (B. Com. – Taxation ), Kerala University, India
Advanced Diploma in Accounts & Finance Management- Tax Study Centre,India

Diploma in Sales Tax Practice- Tax Study Centre, India

Professional Accounting & Tax Practioner- National Centre for Labour & Learning, India  
COMPUTER SKILLS
MS Office applications
Tally Accounting Software
Peachtree Accounting Software
Internet & Email Applications
PERSONAL PROFILE
Nationality

: Indian

Date of Birth

: 28/07/1986
Marital Status

: Married
Religion

: Hindu

Languages known
: English, Hindi & Malayalam
Visa  Status

: Visiting Visa Valid till 15th March, 2014
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