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CAREER OBJECTIVE



To obtain a challenging and suitable position, where I will be able to contribute my skill, knowledge and experience to a company that will give me an opportunity to develop my career.
CAREER SUMMARY



Professional with nearly 7 years of UAE experience mainly as an accountant, cashier and office administrator, worked in real estate, manufacturing and trading industries, as an independent personnel as well as a team player, and attained positive working skills and talents like good communication and interpersonal qualities, adaptability, flexibility and quick learning capacity.
Accounts Payables | Accounts Receivables
Bulk Cash Handling | Income and Expense Analysis
Purchase and Sales Analysis | Customer Service
EMPLOYMENT EXPERIENCE



Accountant









2013 to 2014

Tower, Sheikh Zayed Road, Dubai, UAE

· Checked and verified Lease Agreements as per company procedures.
· Handled all accounts receivables and payables in a systematic manner.

· Calculated and processed security deposit refunds to tenants, and other payments.
· Reconciled monthly bank statements and inter branch accounts.

· Prepared PDC Statement, Cash Flow Statement, Income and Expense Statements.
· Handled Petty cash, confidential documents and proper filing system.

· Presented financial reports in monthly meeting with the landlord.
· Assisted in the year-end closing of accounts with the finance Head.
· Dealt with suppliers, banks and auditors with relation to the accounting function.

· Timely and efficient response to E-mails and performed various customer services.
Accountant









2012 to 2013

Golden Sands Hotel Apartments, Dubai, UAE
· Received rental cheques or cash from tenants and arranged timely deposit in bank.

· Processed data in accounting software as per accounting standards.
· Dealt with multi-cultural tenants for different customer services.

· Effective coordination with sales and maintenance department.
· Closely monitored returned cheques and informed legal department for action.
· Assisted with closing the books and in producing monthly profit or loss statement.
· Reported to Senior Accountant on timely basis on completion of assigned duties.
· Participated in group meetings related to accounting software customizations.
· Adjusted personal work timing for giving more priority to tenants or customers.

· Calculated and recorded leasing commissions, staff salary and fixed assets value.
Assistant Accountant







2007 to 2012
Shattaf Steel Industry Company LLC, Sharjah, UAE 
· Prepared and posted all accounting vouchers with accounting software.
· Handled cash in large volumes through a systematic channel.
· Processed supplier payments through cheques and telex transfers.

· Reconciled Bank, Debtors, Creditors and Inter branch accounts.

· Prepared monthly Debtors and Creditors Outstanding statements.

· Prepared Purchase and Sales reports on weekly basis.
· Assisted with disbursement of monthly wages to factory workers.
​​​​​​

ADDITIONAL EXPERIENCE



· Office Administrator, Four Corner General Trading Co. LLC, Dubai, UAE
2006 to 2007

· Office Executive, Manappuram Financial Enterprise, Kerala, India
2005 to 2006

EDUCATION



· Bachelors Degree in Commerce





2001 to 2004
Calicut University, Kerala, India
TRAINING



· Ejari Training & Certificate from Dubai Real Estate Institute, Dubai, UAE

· Training in Accounting software Tally.ERP9, conducted by Shattaf Group Management, Sharjah, UAE

COMPUTER SKILLS



· Accounting Software - Tally

· Microsoft Office (Excel, Word, Powerpoint)
· Internet Navigation & E-mail

LANGUAGES



· English (Fluent)


· Hindi (Fluent)


· Malayalam (Native)
PERSONAL DETAILS



· Nationality: Indian

· Visa Status: Visit Visa (Changeable within UAE),
PROFESSIONAL REFERENCES
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