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PROFILE

To be a part of an organisation that encourages analytical abilities and stimulates creativity. I aspire for a dynamic career in a challenging environment with good potential for personal and organisational growth.
· 10 years of experience in Financial Accounting including 2 years UAE Experience.

· Good working knowledge in Tally, Peachtree, Focus V7.0an ERP Applications.
· Good skills in MS Excel, Ms Office and Ms Outlook.

· Capable to handle tasks in a stress team environment with satisfactory results.

· Excellent analytical, communication and interpersonal skills.

CAREER HISTORY
Attained practical work experience for more than 10 years in Finance, Account and Audit field.
	Period
	Organization
	Position
	Reporting to

	Dec.2012 till date
	
	Senior Accountant
	Finance & Accounts Manager

	Apr’2007– Dec.2011
	
	Senior Accountant
	General Manager & Finance Manager

	June ’2002 –Mar’2005
	
	Accountants Executive
	Chartered Accountant

	July’99– Sept.2001
	
	Accountant
	Account Manager


Senior Accountant: 


The Two Companies Rent A Car (such as Small & BigLight Vehicle Rental) and 
One Company in Building construction & Renovation in UAE.
· Handling Petty cash system, Checking and verifying bills and entering in to respective accounts as per 
company policy.
· Monitoring Banks- Transactions& Entries(online also).
· Preparing Bank Reconciliation Statement on monthly basis etc.
· Account Receivable& Account Payable (AR/AP) Supervision, Reconciliation, Ageing Analysis, 
and Payment Follow up etc.

· Entering all receipt in to system after statement verification.
· Entering Rebates, Listing fees, Statement Discount, other discount along with bad debts 

· Preparing all payment after posting invoices and reconciling supplier’s account.

· Responsible for preparation of Payroll Management system through WPS.

· Preparing of Staff End of service benefits, Leave Salary and their expense reimbursement 

· Maintaining PDC issued and receipt list and intimating manager on timely basis.

· Passing all Closing Journal Vouchers (prepaid, accrued etc.) under supervision of Account manager.

· Marinating Fixed Assets list in excel, recording addition and deletion of assets and reconciling on a periodic basis.

· Recording LPO and sales invoices along with manual sales invoices in to system on timely basis. 
· Preparing monthly sales report and variance analysis for the finance manager.
· Coordinating with the auditor of the companies.
Senior Accountant



· Handling Petty cash system, Checking and verifying bills and entering in to respective accounts as per company policy
· Monitoring Banks- Transactions& Entries(online also)

· Preparing Bank Reconciliation Statement on monthly basis etc.
· Maintaining and entering records for LC, Trust Receipt (TR), Local Bills (invoice) Discounting and Local Cheque Discounting.

· Account Receivable& Account Payable (AR/AP) Supervision, Reconciliation, Ageing Analysis, and Payment Follow up etc.

· Entering all receipt in to system after statement verification.

· Preparing all payment after posting invoices and reconciling supplier’s account.

· Passing all Closing Journal Vouchers (prepaid, accrued etc.) under supervision of Account manager.

· Marinating Fixed Assets list in excel, recording addition and deletion of assets and reconciling on a periodic basis.

· Recording LPO and sales invoices along with manual sales invoices in to system on timely basis. 
· Preparing monthly sales report and variance analysis for the  General and finance manager.
Accounts Executive



· Responsible for recording Cash in Hand

· Responsible from collection from debtors and making payment to creditors.

· Assisting in finalization of the Company’s Monthly Trail Balance
· Responsible for handling the complete accounts of the Head Office including Branches.

· Assisting in finalization of the Company’s Balance Sheet & Profit/Loss accounts

· Assisting in preparation of all the requirements for the annual financial audit.

· Performing all Book Keeping activities in Computerized Accounting .
Accountant



· Recording client’s daily cash and bank transactions in their books. 
· Helping client to fill all related tax forms – Income tax, Sales Tax and service Tax etc.
· Assisting Audit manager to finalise the client books of accounts.
· Recording Sales and purchase invoices for clients books.
· Part of a physical cash counting and Physical inventory counting TEAM.
· Preparing Bank reconciliation for the client.

· Entering the manual data in to computerised software – Tally ERP9.
Academic Qualification

· B. COM (Bachelors in Commerce), CSJM University, Kanpur – India, July 1995.

· Subject: Advance accounting, Company Accounting, Auditing, General Management, Taxation, etc.

· Plus 2, (Intermediate – Commerce), UP Board, Allahabad – India, July 1992.
· Subject: Accounting, Economics, Business Banking, etc.

Computer Proficiency

· Certificate course in “Data Entry Operator Course” From Academy of Computer Studies

· Certificate course in “Computer Accounting Course” From Academy of Computer Studies
· Working experience in Focus V7.0 (ERP) and Tally.
· Working knowledge in MS Excel, MS Word and other MS Office applications
PERSONAL INFORMATION
Date of Birth – June 04, 1976
Nationality – Indian, Marital status – Married

Language skills in English, Hindi, Urdu and Arabic (Speak & read and Writing)
