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CURRICULUM VITAE

Summary:

Around 25 years experience in Accounts & Administration activities involving in all phases of Accounting as well as General Admin viz., training and development, benefits and employee relations, Accounts and Purchase.

Career Objective: 

Interested in an assignment in a growth-oriented organization with a mid level position in Accounts & Administration function that will leverage my experience as both a Generalist and a Specialist in Account domain.

Key Strengths

· Ability to work in groups as well as independently.
· Practical approach to the problem (Administration excellence)
· Employee grievances, benefits and other relations. 
· Fast Learner.
· Strong Computer Skills. Working on MS-Office and Tally.

Educational Qualification:
Bachelor of  Mathematics  with First Class 
from University of Kerala, Kerala, India  in 1986
C.A. Articleship Completed ( 3 Years)
Experience:

.   worked as Chief Accountant in Cars Pvt Ltd (Hyundai –Cars
   Dealer ship  from 16/04/2012 to 31/08/2013
. 6 Years experience (2004 July to 2011 Nov) as Chief Accountant Cum Administration in Bahrain Media         W.L.L  (a leading advertising co ) in Bahrain.
. 4 Years experience in “ Ahmed & Thamer Diyab Trading co W.L.L  in Kuwait as Accountant.

. 4 Years experience in Auditing Work at M/S. Janardhanan Unnithan & co, a Chartered Accountat

  Firm at Kerala State in India.( worked as an auditor-auditing of various companies and Banks as part
  of Audit Team.)
. 2 Years Experience as Accountant in M/S. Lejiv International, an International Marketing Co.

. 7 Years Experience as  Accountant in M/S .Hotel Sudarsan, a Two Star Hotel situating ,Kollam

  at Kerala State in India.

Nature of Work:

Accounting Function:
· Maintaining accounts through computer.
· Product Costing and Inventory Control.
· Looking after almost all routine accounts works such as handling of cash, preparation of cheques and related vouchers and getting approvals.
· Liaisons with banks for arranging Bank Guarantees and LCs & for all other routine banking activities like Deposits, Withdrawals, Pay orders, Demand drafts and other statements.
· Reconciliation of Bank accounts.
· Contacting bank authorities regularly for availing credit facilities and take care the procedure of renewal of the existing facilities of Overdrafts ,Advance promissory Notes, re-finance of IBCs &TTs and L/C at sight/or usance.
· Periodic scrutiny of receivables and follow up for the payment.
· Preparation of Pay roll transactions and employee accounts.
· Invoicing the customer orders on a daily basis.
· Maintain Cash book on daily basis and prepare daily cash closing sheet.
· Maintain Petty cash. Submit to Management weekly cash reports.
· Issuing credit notes (Sales return, price/Value difference).
· Prepare periodic reports of sale and purchase and report to the management.
· Conduct physical stock verification monthly.
· Monitoring and controlling the transit of goods.
· Manage the relationship with the Auditors.

· Maintain proper filing of records & keeping all the documents in respective files.
· Maintenance of office equipment.
· Documentation of Leave Forms and other secret documents.
· Negotiating with freight forwarders to get better rates.
· Co-ordination with shipping agencies for clearing goods.
· Follow for the renewal of staff residence, vehicle registration and various company documents etc.
· Scheduled client appointments and maintained up-to-date confidential client files.
· Manage the internal and external mail functions.
· Arranging travel itinerary for managers’ foreign business trips.
· Having completed and maintaining complete staff records.
· Familiar with Microsoft Excel, Word and Accounting Packages.

**********************************

The above is an exclusive description of the work handled and does not limit my capabilities.

Personal Details:

Age & Date of Birth
: 
48 Yrs - 28th May 1965
Issued at

: 
Bahrain.
Language known
: 
English, Hindi & Malayalam.

 Visa Status                        :             Visit Visa[image: image2.png]



