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Personal Information :

 DOB :   01st October 1977
Marital Status: Married

Visa Type : Husband Visa
Linguistic Abilities:

· English, Hindi, Malayalam
Holder of Dubai Driving Licence
Hobbies:

· Traveling 

· Listening Music
· Cooking
Lives in Karama, Dubai
	CAREER OBJECTIVE :

To work in a challenging environment where I can diverse knowledge, learn continuously and add values to the organization and self.  

Seeking challenging assignments across Finance/ Accounts/Logistics.

PROFILE :

· Dynamic, Enthusiastic experienced professional with 10 plus years of experience in Dubai having exposure to all aspects of Accounting and Costing functions.

· Keen ability to manage Accounts independently up to finalisation.

· Thorough knowledge and hands on experience in Dubai Customs and banking procedures.

· Hands on experience in financial applications and accounting software’s. 
· Problem solver.

EDUCATIONAL QUALIFICATION :

· ICWAI ( Inter) from Institute of Cost and Works Accountants of India

· B.Sc. (Maths) 1998, Calicut University.
·  Schooling at Jawahar Navodaya Vidyalaya. 

CORE COMPETENCIES :
Accounting/Costing skills             Creative problem solver           Industry oriented IT skills       

Goal Oriented & Positive              Quick Learner                           Apt & Effective communicator

  Multi Tasking Skills                   Number Skills                          Proactive
PROFESSIONAL EXPERIENCE :

Safario Group, a Dubai based company in Air Conditioning and Cooling Solutions.                                                              
Accountant cum administrator–December 2002 – April 2014
· Accounting and Finalisation.
· Handled Dubai Customs procedures for import.
· Payroll 
· Co-Ordination with auditors.
· Office Administration.
· Cost Records.
· Tracking & Monitoring of payments and receipts.

· Bank , stock, supplier and client reconciliations.

· Coordination with Sales team.
IT SKILLS :           
· MS-Office and Internet Application, Excellent working Knowledge of Focus Software and Multi Vision software’s. Knowledge of Tally software.


PROVEN JOB ROLE:
Management Accounting

· Finalisation and preparing financial statements, including Profit & Loss A/c and Balance Sheet

· Manage the day to day financial transactions of the company.

· Maintain book of accounts in a computerized environment.

· Supervise the whole range of Accounts Payable, Receivable & Budget Preparation.

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

· Prepare Projected & Actual Cash Flow Statements.

· Manage the Invoice generation Operation & Credit Control.

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

· Ensure effective fixed assets & inventory control is applied.

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

· Liaise with & assist  internal & external auditors; implement recommendations if any; take corrective action wherever required.

· Pass Periodical adjustment Journal Entries monthly & Calculating Depreciation for each month

· Provide timely & Accurate Financial Information to the Management

· Prepare Payment voucher, Journal voucher, credit voucher, debit voucher

· Monthly preparation of reconciliation statements (inter Branch, bank reconciliation, debtors and creditors)

· Managing Suppliers Ageing, Preparation Cheques for Internal & External Out Flow 
· Preparation of bank payment vouchers and cheques for supplier 
· Administering physical inventory count, internal transfers and reconciliation of stock variance

Costing
· Accurate updating of costs against sales invoices.

· Generation of reports based on lower invoicing.

· Monthly Report of Brand wise & salesman wise revenue and gross profit.

· Costing of Imported Raw Material procurements
· Preparation of Job wise profitability and work in progress report on monthly basis

Banking & Finance

· Arrange fund to meet the short term obligations including TR Loans and PDC's

· Open Letter of credit, as per supplier Proforma Invoice. Verify the L/C terms are in accordance with P.Invoice and Quotations.

· Arrange advance payment to suppliers, through Trust Receipt Loans

· Co-ordinate banks for clearing import documents, arrange shipping guarantees etc

· Custodian of Cheques and its Issuance.

Logistics Coordinator

· Handled Dubai Customs procedures for import. (Mirsal 2)

· Coordinate with Purchase Department in preparation of purchase requisitions and keep track of the shipments.
· Handle quotations, correspondence with local and overseas clients and government bodies.

· Provide full inventory support and track all stock movements, simplifying reconciliation.

· Collaborate with other departments to integrate logistics with business systems and processes, such as customer sales, order management, accounting and shipping.

HR & Payroll

· Monthly Staff Cost Calculations(payroll, calculation for leave salary, gratuity, air passage & provisions )

· Processing of employee salary through wps system.
· Employee Leave settlements, approve leave requests and forward to senior management

Office Administration.

· Establish and maintain various filing and record management systems.

· Provide accurate, efficient and committed office work support to the management.

· Sort  out all incoming or outgoing mails and  correspondence on the base  of urgency,  priority, confidentiality or routing to facilitate quick and efficient service to the concerned.

· Take care of the confidential files, matters and documents for senior management.

· Collect, organize and summarize information requested by the management.
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