Gulf Job Seeker Supervisory Level CV No 1383408
http://www.gulfjobseeker.com/feedback/submit_fb.php 

Mobile: 971505905010 / 971504753686 

To seek a challenging position, where performances is rewarded with the new responsibilities to power up my career ahead and prove my capabilities and organizational skills to drive for personal and professional growth.
CAREER SYNOPSIS

Finance & Accounts: 

· A competent accounting professional with 8 +years of experience in Accounts, Finance and Taxation. Extensive experience in handling entire Accounting Operations, including Updating, Maintaining, and Preparing Final Accounts, Trial Balance. 
· Excellent relationship management skills with proven dexterity in completing tasks amidst tight deadlines. Skilled in motivating and guiding team members to achieve their goals.
· Bank Reconciliation, Accounts Payable, Handling billing matters including follow ups for timely receivables.  And Account payable /Receivable Reconciliation &Meeting requirements of Internal & External Auditor
 HR & Administrative: 
· Manage office overall administration: visa/work permit application, license renewal, 
· Responsible for performing HR activities – documentation, joining of employees, follow up,  

· Preparing end of service benefits for resigned, terminated or existing employees as per UAE Law & Reviewing the employee clearance sheets prior to proceed leave, resignation or termination, Travel / Visa/ Hotel Arrangement for Senior Executives, Guests into the MENA region.
Logistics:     

· Plan, coordinate and monitor logistics support to company's operational activities. Ensure the deliveries are taking place in accordance to the scheduled plan. 

· Coordinate with logistic partners regarding movement of shipment via sea/air, prepare and submit the necessary documents to clearing agents and prepare letter

Organizational Experience

Job Position: Accountant

Reporting:  Finance Manger and General Manager
Duties & Responsibilities

· Recording of day to day transaction 

· Ensuring All Purchase Invoices  are verified and booked on  daily basis .obtaining approvals and process the payments as per ageing and agreed Credit Terms 

· Reconciliation of Various Bank Accounts , Accounts Payable /Accounts  Receivables
· Performs Month End Closing up to Trial Balance 
· Validates and prepares Fixed Assets Schedule 

· Handling  all Outlets  Monthly Auditing /Reconciliation  Across UAE,Bahrain &Oman

· Performs month end closing/year end closing and. 

· Coordinating with Auditors   to complete the annual audit 

· Calculating Final Settlement of Labours as  per UAE Labour Law

· Manage and Control  all aspects  of the monthly  payroll cycle  including attendance/absence ,new Joiners &Preparation  of payroll through  WPS System

· To prepare LPO for Local and Import purchase after key analysis of quotation received from different vendors. 
· To ensure getting/dispatch materials at right time, co ordinate with shipping and transport company. 

· Coordinate with logistic partners regarding movement of shipment via sea/air, prepare and submit the necessary documents to clearing agents and prepare letter

Concorde Group (Concorde Housing Corporation Pvt Ltd) Bangalore, India -from February -2011 to August 2012.(Company is one of the a leading real estate property developers in Bangalore)

Job Position: Senior Accountant Executive
Reporting to: Finance Manager

Duties and Responsibilities 

Accounting 

· Accounts Receivable and Payable Management 
· Verifying Subcontractor and Supplier bills with BOQ and PO. 
· Reconciliation of Purchase Orders with BOQ 
· Co-ordinate with Purchase and Stores Department for purchasing Materials. 
· Handling Petty Cash   & Monthly reconciliation of bank accounts.
· Preparing Debit Notes/credit Notes

· Processing salary and preparing vouchers for sales/ purchase/ cash/ bank payments  

· Taking care of all administrations work.& Monthly Payroll 
· Handling the finalization of accounts, Filling of Annual Returns –TDS, profession tax. 

· Preparing monthly financial statements and reports to meet various requirements of clients 
Wilworth Earth Movers Pvt Ltd Bangalore –India, from April 2007 to January 2011

Dealer for VOLVO-construction equipment in for sales, Spares & Services 

Job Position:   Accountant
Reporting to: Finance Manager

Duties and Responsibilities 

· Handling Books of Accounts (Payment ,Receipt ,Invoicing, Purchasing, Journal )
· Bank Reconciliation, Banking Correspondence.

· Proper review of outstanding amount and follow up with debtors to ensure timely receipt of payments. 

· Sundry Debtors Account reconciliation: To ensure that all the transactions 

· Processing customer invoices for payments after verification and matching with LPO and GRN.

·   MIS Reporting: Submission of different MIS Reports to monthly basis.  
Organics Plastics Private Limited, Bangalore from September 2006 to March 2007

(Is a leading polymer processed products and chemical manufacturing company) 

Job Position:   Accountant

Reporting to: Finance Manager

Duties and Responsibilities 

· Day to day Cash & Bank operation 

· Monthly reconciliation of bank accounts 

· Supplier and Subcontractor Ledger reconciliation on monthly basis 

· Checking Subcontractor and Supplier bills with stores MRN and PO

· Assisting to prepare the cost statement. 

· Receiving client payment and making necessary record. 

· Filing & Maintaining proper records, proper documentation of every transaction. 

Girija Tile Works Pvt Ltd, Kundapura, India from May 2004 to August 2006 

Job Position:   Account Assistant 

Reporting to: Finance Manager

Duties and Responsibilities

· Day to Day Accounts Entries 

· Verifying & recording sales invoices & monthly expenses.  Handling petty cash 

· Preparation of Bank reconciliation of the company. Assisting senior accountant for preparing payments, stock purchase, salary, incentive calculation etc.

Educational Details

· MBA  From Sikkim Manipal University

· B.Com. from Mangalore University.
Computer Awareness

· Good work experience in Tally ERP ,In4suite ERP Software 
· Proficient with MS office (Word, Excel, Power Point & Outlook Express).

· Basic knowledge about SAP. 

Personal details

Date of Birth


: 05.03.1983

Nationality


: Indian

Marital Status


: Single

Language Known

: English, Hindi, Kannada and Tulu

Hobbies

              : Reading, Travelling & Music.

Visa Status                                      : Visit Visa
Reference: Will be provided on request 
Declaration

                  I hereby declare that all statements made in this application are true, complete and correct to the best of my knowledge and belief.

Thank You  
