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	Accounts /Senior Accountant 

	

	Profile
	Summary 
	

	Qualified and 20 years experienced professional in the field of Finance and Accounts, mainly under general contracting, construction and real estate development projects. Excellent in handling all accounting jobs, Preparation of Profit and Loss Accounts and Balance Sheets, MIS reporting, Budget preparation, Cash Flow and Ratio Analysis, Internal Auditing and maintaining client relationship and excellent verbal & written communication skills. Also an active, dynamic and hardworking by nature with proven ability to meet tight deadlines, perform well under work pressure and flexible towards work challenges. 

	STRENGTHS

	· Good knowledge in Accounts and Finance
	· Ability to manage Junior Accountants Staff

	· Internal Auditing
	· Excellent numerical and analytical skills

	· Ability to rapidly learn new tasks
	· Proficiency in accounting Software


	Educational
	Qualifications
	

	

	M. COM (Master of Commerce) Finance & Cost Accounting , Calicut University, India 

	1982-1984

	LL. B (Bachelor of Law),  Calicut University, India
	1985-1988


	Experience
	
	

	
	

	Accounts Superintendent 

	      Jun 1992 – Dec 2011


	Reputed Firm, Saudi Arabia
· Supervise more than 20 accounts staff of different nationalities and participated in all accounting activities of the company. 

· Examine data prepared by the accountants at projects as well as head offices and recommendations to top Management for improving companies financial strength

· Supervise and participate in preparation of Journals, general ledger and finalization of financial statements such as Profit/ Loss A/c and Balance Sheet.

· Coordinate with various departments and participate in preparation of company budgets, including general contracting division and lease management division.

· Supervise and participate in preparation of company cash flow forecast, profit & loss forecast for different construction projects, lease management division and consolidation of the same for management review and decision making purpose.

· Supervise and participate in preparation of cost reports based on data provided by Dolphin Job costing software and the unaccounted costs for various projects for management decision making purpose.

· Assist the project management and the project accountants for budgetary / cost control for various construction projects and the leased compounds and confirm that the accounting and store transactions are per the approved company policies and procedures.
· Presentation of projects cost reports in the management meeting held at head offices on regular basis and discuss the same with the management consisting mostly of western expatriates.

· Supervise and participate in maintaining the company assets registry including depreciation schedule in separate assets module for buildings, construction heavy equipment, motor vehicles, furniture & fixtures and office equipment and minor capital equipment by following the company approved policies and procedures.
· Supervise the store personnel and ensure that proper and accurate stock registry are maintained for construction materials for various projects, furniture and fixtures and household equipment for the leased compounds and ensure that materials are received and issued strictly per the company approved storekeeping policies and procedures.
· Supervise cash management including receivables and payables & petty cash, by following the company policies and procedures.

· Frequent and surprise site visits to various construction projects and leased compounds to ensure that projects accounts departments, storekeeping and timekeeping departments are following strictly the company approved policies and procedures and report the same to the project management and head offices management on regular basis.

· Provide guidance to project accountants, storekeeping and timekeeping personnel at various projects to ensure that each & every expense is identified and approved by the project management before they are accounted.

· Coordinate with HR and Recruitment department, Administration department, Engineering and QS department, Procurement and contract administration department to ensure that the cost committed by them are per the approved budget for the projects.
· Ensure collection of invoices from the suppliers and subcontractors per the approved Purchase Order Agreements and Subcontract Agreements and costs are accounted on time.
· Arrange accounts department meeting on weekly basis including project accountants and storekeeping personnel and discuss various issues in the presence of the accounts manager.
· Coordinate with sister-concerns for inter-company transactions, banks for L/C, L/G, bank facilities, etc.

· Commercial correspondences with higher management, various departments, project management, banks, clients, suppliers and subcontractors and sister concerns.

· Preparing bank reconciliation statement

· Providing support to Auditors and feedback to Accounts Manager
· Coordinate with management regarding staff accommodation matters, monitoring employees’ complaints, resolving disputes & issues.
· Managing the working capital 
· 
	

	Areas of 
	Expertise
	

	

	Accounting

· Excellent competencies in managing all general accounting and financial activities of the business.
· Attending meetings with major clients
· Develop and review accounting records, financial statements and other financial reports.

· Preparation of Cash and Sales Budgets
· Monitor all general ledgers accounts together with costing efforts and its supporting transaction documents. 

· Internal Auditing
· Take care of accounts receivable follow up, prepare cash flow statements, customer-vendor reconciliation statements & prepare MIS, final accounts such as Profit & Loss Account and balance-sheet. 

· Handle payments, attend payment enquiries, deal with suppliers, and maintain books of accounts. 

· Draw management’s attention or recognizes operations which are unprofitable.



	I.T.
	Skills
	

	· Versed with Dolphin accounting packages
· Proficient in  MS Office Suite, e-mail applications and internet research



	Personal
	Details
	

	

	Nationality
	:
	Indian

	Date of Birth
	:
	05th January 1960

	Marital Status                   
	:
	Married

	Visa Status
Languages               
	:
:
	Visit
English, Hindi, Malayalam 
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