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Career Objective:

  Excellent accounting skills, with experience in Right ERP Accounting Software, dealt with customers and high level workloads within strict deadlines. Now looking to start a new and challenging position to meet my competencies, capabilities, skills and experience.
Work Experience:

	NAME OF THE COMPANY
	POSITION
	DURATION

	Equipment Rental, UAE
	Asst. Accounts Manager
	13 Years


PROFESSIONAL SUMMARY:

· Having over 13 years of Experience in the field of Accounts, Finance and internal auditing.

· Strong in ERP software (Right ERP) and in Accounting Packages
Job Role as Asst. Accounts Manager
· Expertise in Right ERP for the all the modules such as Accounts Payable, Accounts Receivable, Cash Management, General Ledger and Inventory Modules.
· Experienced in reviewing monthly financials reports like Trial Balance, Profit & Loss a/c, Balance Sheet, Cash Flow statement.

· Expertise in review of weekly Bank, Cash positions and Cash Budget statement.
· Strong in interaction with Auditors for Finalization of Accounts.
· Review of monthly Bank Reconciliation statement.
· Authorize to review/approve LPO and invoices.
· Oversee the daily operations of the function including review of all payments, processing related to suppliers.
· Oversee reconciliation of receivable & payables with their respective statements.
· Oversee the dealings with banks for issuing Letters of Credit and Bank Guarantee.
· Supervising and coordinating subordinates to ensure in smooth accounting.
· Enhance the credibility of finance function by generating accurate and timely MIS Reports.
· Manage the cash flow of the organization. 
· Provide guidance to direct reporting staff in the development, analysis and preparation of reports in line with the established policies and procedures, review accounting reports for accuracy and completeness.

· Oversee the timely update of the payroll database to ensure the accuracy of payroll data and information.
· Manage the preparation, verification and maintenance of payroll records and reports to ensure the payroll is processed timely and accurately in line with due authorization, approved budgets and the entity’s policy and procedures.  
· Oversee and manage monthly payroll administration activities to ensure that all payroll transactions and deductions are properly accounted.
· Review and approve all monthly payroll transaction in order to ascertain that all payments are accounted for in the financial system.

· Review the reconciliation of payroll accounts to ensure data accuracy; ensure all the relevant ledger accounts have been adjusted and correctly processed.

· Oversee, review and approve release of all payroll activities such as employee termination benefits (e.g. final settlements, pension payments, claims etc. (while ensuring alignment with the entity’s Human Capital policies and other applicable labor laws.
Qualifications:
· B.Com from Kerala University in 2003
· DIPLOMA in Computer Applications: MS Outlook, MS-Excel, MS-Word etc.
Personal Skills:
· Capable of managing & handling responsibilities, Systematic/methodical.

· Sincere, Efficient, Ambitious and hardworking.

· Positive thinker and an enthusiastic team worker.

Personal Profile:
Date of birth

:
25th May 1970
Nationality

:
Indian

Sex


:
Female

Marital Status

: 
Married
Languages Known
: 
English, Hindi and Malayalam
Visa status

: 
On Employment Visa
Driving license            :           Holds a valid UAE driving license
