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	Strengths

	· Accomplished MBA with 5 years UAE experience
· Astute in Reconciliation/Cash & Accounts Management
· Skilled in Trial Balance, P&L statements & MIS Reporting 
· Adhere to IFRS-accounting principles and practices
· Strong Organization/Analytical & Problem Solving Skills
	· Competency General Accounting/Finance Management
· Knowledgeable with Letters of Credit & L/G preparation
· Accounts Receivables & Payable Management Skills
· Capabilities to work under pressure & meet deadlines
· Proactive, Goal focused, Vibrant Personality


	


Master's Degree in Business Administration (MBA) – Mg University, India

Bachelor's Degree in Commerce (B.Com) – Mg University, India
	



Assistant to Finance Director – RAM Metal Industries L.L.C, UAE 


        Mar 2016 – Present

Accountant – Thomson Agencies, India





        Oct 2012 – Nov 2015
	



· Gained 5+ years experience in UAE, and India in domains of Assistant to the Finance Director, General Accounting, Administration and Clients Relations.
· Accomplished MBA and Bachelor’s Degree in Commerce with one of the reputed University in India (Mg University).

· Contributed to present and previous companies in safeguarding finances by preparing accurate financial and accounting reports, ensuring reliability, worthiness moreover conformance with set policy and standards.

· Showed integrity and strong work ethics in keeping confidentiality in official records as well as flexibility in working well in cross-functional teams.  

· Recognized by colleagues and superiors for delivering a sound and balanced accounting/financial judgment.

· Established accounting skills & attained proficiency in analyzing issues in the field of accounting & financial operations.

· Performed assigned workload with indefinable enthusiasm, commitment, honesty, and dedication and drove towards contributing to continued business growth.
	



General Accounting
· Accounting Functions – Perform accounting functions as assigned including, but not limited to book, reconcile and report in-force premium, direct written premium and loss fund balance, retro accrual, cash, cash applied to A/R, bad debt allowance and non-admitted A/R on a monthly basis as well as for any GAAP vs. STAT differences.
· Process vendor and supplier invoices in a timely manner, verifying accuracy, approvals & account coding in accordance with company policy. Prepare all Accounts Payable sub-ledger journals for posting to General Ledger monthly.

· Reconcile Accounts Payable sub-ledger to General Ledger monthly, enter and reconcile cheques cashed to accounting software monthly and respond to vendor inquiries as required.
· Receivables – Maintain & distribute an accurate listing of overdue accounts & suspensions in accordance with agency policies. Prepare accounting adjustment forms where required, respond to client or payer account inquiries as required.
· Process all client or miscellaneous payments daily or as required to sub-ledger. Refer overdue accounts to Director of Finance for adjustments, write- off or collections.

· Payables – Complete payments and controls expenses by receiving, processing, verifying, and reconciling invoices.
· Pays vendors by monitoring discount opportunities, scheduling and preparing checks, resolving purchase order, contract, invoice, or payment discrepancies and documentation, ensuring credit is received for outstanding memos, issuing stop-payments or purchase order amendments.
· General Ledger – Assist the Director of Finance with monthly general ledger reconciliations as required.
· Prepare monthly bank reconciliations for approval of the Director of Finance. Assist with annual budget preparation. 
· Reporting & Analysis – Adept at reviewing accounting records and other financial reports to assess accuracy, completeness, and conformance with company policies and applicable reporting standards.
· Banking/Cash Functions – Accountable for the maintenance of cash/bank book, creditors’ ledger, general ledger, trial balance and balance sheet. Document policies, procedures, and workflow for assigned areas of responsibility. Contribute to department and organization special projects as assigned.
· General Office Support – Act as a point of contact on administrative matters, provide executive-level administrative support to the entire organization and represent the company to new and existing clients. Assist Director of Finance with record retention requirements.
	



Assistant to Finance Director – RAM Metal Industries L.L.C, UAE 


        
· Responsible for dealing with more than 6-7 Banks related to Loans and other Accounts matters as well as preparing and providing different reports to facilitate renewals from Banks. 

· Prepared bank reconciliations and report to Cost Control Manager and Finance Director.

· Ensured regular follow-up to complete all related works in a timely manner. Attend meetings of different banks along with the Finance Director. Oversee and prepare TR request and discounted request for Export LC acceptances
· Effectively check online bank statements and provide the reports to Finance Director on a daily basis.
· Managed and follow-up with Banks for transfer swifts provided by Sales Team and get it credited to our account ASAP.

· Letter of Credits:  Efficiently handle Import LC and assist the Finance Director for Export LC as well.

· Prepared Cover Letters for Export LC Negotiations. Track and provide documents delivery report of LC negotiations to Sales Managers for follow-ups and acceptances.
· Ensured to record all prepaid portions and generate a monthly report and submit to Cost Control Manager.
· Developed different Letter to Banks whenever required. Authorize Petty Cash and Payment Vouchers prepared by Cost Control Manager.
· Coordinated with Sales and Purchase Department for the creation of Account Codes and other account related issues.

· Checked Bank Statements and provide confirmations on receipts and transfers to Sales Team.
· Responsible for all account codes in the system on request from the entire department in the company.
· Handled Bank Guarantees and provide a monthly report to Finance Director.

· Oversee the whole gamut related to Insurance for Building, Stock, Machinery, and Vehicles. Request quotations to get confirmations from Cost Control Manager and Finance Director and proceed with issuance policy and negotiate for payment terms. Effectively maintain Fixed Asset Register and Depreciation Report.
· Maintained Salik Report and inform to the concerned person and provide report whenever requested.

Accountant – Thomson Agencies, India





        

· Responsible for the complete books of accounts, and manage the full spectrum of accounting activities.

· Updated, verify and maintain accounting journals and ledgers and other financial records.

· Prepared and review vouchers, quotation, LPO, delivery note, debit note, credit note, invoices, receipts, payment vouchers and any other accounting documents.

· Reviewed reconciliation of bank accounts, cash in hand and Inter-company’s accounts.

· Managed statistics of credit customers reconcile all credit reviews, review age-wise analysis, fixing credit list and coordinate with the collection departments.

· Oversee and control inventory, maintain order register, material inward and outward book.

· Prepared, examine and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.

· Facilitate and complete monthly close procedures, prepare Trial Balance, P&L statements, Balance Sheet and other reports as per management demands.

· Managed petty cash and review cash reports, bank reports and maintaining working capital.

· Performed accounts payable functions such as invoice and payment processing and purchase ledger maintenance.

· Coordinated and assemble information for the annual audit and provide assistance to external auditors in the review of financial operations.

· Capability to use own initiative to work as part of the team under pressure to meet challenging deadlines.
	


I.T. Proficiency
· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
· Knowledgeable with Focus, Tally ERP accounting software.
	



Nationality

:
Indian
Date of Birth
:
14th Aug 1988
Marital Status
:
Married
Visa Status
:
Employment
Languages

:
English, Hindi, Malayalam
Reference

:
Available Upon Request
PROFILE SYNOPSIS





Versatile, Dynamic, and Goal-oriented professional equipped with 5+ year’s record of delivering key significant contributions towards companies’ continued business growth. Demonstrated competencies in various Accounting & Finance including but not limited to General Accounting, AR/AP, Cash Management, Maintenance of Book of Accounts, Balance Sheet, Reconciliation, Cost Control, Invoices, LC Negotiations, Import/Export of LC's, L/G, Quotations, LPO's, Financial Report Preparation, MIS reporting & coordination with Internal & External Auditors; Possess ability to deliver stipulated tasks within the set time frame in a multicultural dynamic business environment. Knowledgeable with various banking department activities having a proactive approach in continuously developing and implementing process improvements; Very well adept with legal and regulatory environment along with the trends in foreign exchange; Desirous for continuous learning with excellent analytical, problem-solving, decision-making, organization, coordination, time management, communication and interpersonal skills; Seeks a challenging work profile where gained skills, experience and industry knowledge will have a valuable impact.
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