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Objective 
Being a First Class Graduate in Commerce, I am looking forward for an exciting and dedicated career opportunity to work in a highly professional and creative environment of a reputed organization, to prove and improve my skills and to explore more in Commercial and Administrative aspect of business.

Personal Details 
Date of Birth 
:
04th July 1972

Nationality
Indian

Languages Known
:
English, Hindi, Marathi and Konkani 

Marital Status
:
Married

Experience    (Gulf – 17 years, Overall 20 years)                                 
Period 

Organization 






         Post 
Mar’08 to Nov‘15
(8.0 yrs)
Al Ghurair Construction Foundation, UAE
Accountant 
Oct’02 to Mar’08 
(5.5 yrs)
Overseas AST Company LLC, UAE

Estimation Secretary
Mar’00 to Apr’02 
(2.0 yrs)
SABIC, under sponsor of ASUG, KSA
Accountant
Sept’ 97 to Sept’99 
(2.0 yrs)
MSCS, Bahrain 




Accounts Clerk 
May’96 to Sept’97
(1.5 yr) 
DBS World Travel, Mumbai     

Accountant

Aug’94 to May’96 
(1.5 yr) 
Royal India Corporation, Mumbai  
Account Assistant

May’89 to July’94

Kapadiya Engineers, Mumbai

Accountant (Part time)

EDUCATION

	Degree
	School / College / University
	Year
	Percentage
	

	Bachelor of Commerce 
	K.P.B. Hinduja College , Bombay University 
	1994
	64%
	First Class

	H.S.C.
	K.P.B. Hinduja College,  Bombay Board
	1991
	68%
	First Class 

	S.S.C.
	St. Sebastian Goan High School, Bombay
	1989
	72%
	First Class


OTHER ACADEMIC & TECHNICAL QUALIFICATIONS / INFORMATION  

*
Awarded Merit Scholarship in the year 1991-92 & 1992-93 from K.P.B. Hinduja College.

* 
Done a basic computer course in Microsoft Word and Excel along with a programme in Oracle. 
*  
Got training from BAPCO for their new computerized data entry system in the year 1998.

*
Proficient in the following computer software applications:

-
MS Word, MS Excel, MS Power Point,  MS Outlook 
-
Photo Editor/ Photo Shop,  Acrobat Professional, CCS, ACONEX
-
Accounting Packages like Tally, BaaN (Finance), Peachtree and ERP Application Software’s like SAP / , ORACLE (Finance). 
DUTIES / RESPONSIBILITIES CARRIED OUT AS AN ACCOUNTANT 

· Preparation of Journal Vouchers :   
Preparation of Invoices,  manual preparation of Journal Vouchers /  Credit Notes /   Debit Notes / Receipts / Payments as per the details provided and submits the same for approval.  Maintain the vouchers in proper files after approval.

· Data Entry of Vouchers : 
Data entry of Purchase Invoice, Debit Note, Sales Invoice, Cash Receipts, Credit Notes, Payments Vouchers and Journal Vouchers in the ERP computerized system based on SAP and Oracle. 
· Verification of Entries :
Verification of the accounts to examine the accuracy of entry made in the system and make corrective action through Journal Vouchers.  To avoid further similar error inform the Data entry operator. 

· Bonds / Guarantee :
Liaising with the Banks / Insurance companies for Bonds and Guarantees, such as Tender Bond, Advance Payment Bond, Performance Bond, Medical Insurance, Plant and Equipment Insurance etc.   
· Bills Processing for Payment : 
Verification of Purchase Invoices with LPO / Delivery Note / Approvals and Debit Notes, if issued. Checking the age analysis of the Creditors and timely processing of bills for payments.  
· Follow up of Payments : 
Follow up of payments with the Clients / Customers or our Project Managers by telephonic calls / emails with a kind reminder request and keep the management informed of any long outstanding amount due. 

· Assets : 
Maintain Fixed Asset & associated depreciation schedules on the ERP System. Provide monthly detail to the CFO for General Journal entries; insure proper recording of new purchases and disposals.
· Payroll : 
Preparing monthly payroll for the staff and labourers, taking into consideration the Loans and Advance taken or approved, Overtime Calculation and any other amount to be considered in the salary. Made a programme in excel to calculate the payroll of the employees when in was in Bahrain. 
· Reconciliation :
Monthly preparation the Bank Reconciliation Statement. Periodic reconciling the statement of Debtors and Creditors and also reconciling statements of sister concerns.

· Reports : 
Preparing Monthly / Quarterly MIS reports for the Management. Giving inputs to the management as and when required. 

· Handling Bank / Cash / Petty Cash : 
Handling of main Cash and Bank activities and preparing vouchers for the same. Allocation of petty cash to other and fortnightly getting petty cash report. Also handling Petty Cash and handling report to the Finance Manager.  Carrying out surprise and periodic checks at various sites for Petty Cash.
· Assisting Auditors 
Assisting the auditors during the time of audit and giving them information / clarification when required.  

· Finalization of the Accounts : 
Assisting CFO / FC / Manager  during the finalization of the accounts and other accounting, financial, or administrative tasks as may be required from time to time.  

· Administration: 
· Self – Correspondence 
· Communicating effectively with the suppliers for payments and Negotiatiing with the Suplier 

· Filing / Scanning  / Faxing 

· Maintain Proper Records
DUTIES / RESPONSIBILITIES CARRIED OUT AS AN OFFICE ADMINISTRATOR / SECRETARY 
· General Administration: 
· Self – Correspondence: Composing of emails / letters for Expression of Interest, Covering Letters for Pre-qualification / Quotations / Tender Submissions, Pre-qualification, Regret Letters. 

· Sending appropriate response to Clients / Consultants / Suppliers and other Prospective Customers through emails and forwarding the relevant emails to the respective department head for proper action. 

· Maintaining proper documentation as per QAQC systems laid down by the organization and giving new inputs for the smooth functioning. 
· Arranging collection and submission of documents (Tender / PQ documents / Other Documents.) though the drivers along with the proper information such as date, location map, person to meet, etc.  

· Developed and maintained proper registers, such as Enquiry, Tender Register, Project Register, etc.  

· Proper distribution of Tender documents and submitting only the relevant documents to the Contracts / Design / QAQC & HSE / Planning / Accounts departments. 

· Developed an electronic Filing System and also maintained hard copies for the Tender Department. 
· Procuring Quotations from  suppliers / sub-contractors: 

· Sending enquiries to Suppliers / Sub-contractors as per the specifications / drawings / BOQ for Steel Reinforcement, Concrete, Excavation, De-watering, Hoardings, Rocks, Marine Furniture, Pipes, etc.     
· Following up with the suppliers and sub-contractors in order to obtain the quotation on time.  
· Preparing Quotation Comparison Sheets as per the quotations received.
· Negotiating and meeting with the suppliers and subcontractors for their best offers.

· Making pre-bid agreements with the Suppliers / Sub-contractors in consultation with the management.   
· Obtaining quotation from foreign suppliers and knowing their lead delivery / shipment time. 

· Tender / bid preparation for submission: 

· Studying the Tender documents and preparing the Tender Submission (Technical / Commercial) as per the Client / Consultant requirements, in co-ordination with the Estimation Engineers and making sure that the Tender Submission is ready for timely dispatch.

· Preparing the Method Statement, Manpower Histogram, Plant List, Supplier / Subcontractors List, Organization Chart and any other information required and getting the same verified by the Engineers.
· Preparing Projects Presentation / Technical Data Sheets for the Awarded Projects and Updating CV’s of Key Personnel that is to be incorporated in the Pre-qualification / Bid submission. 

· Coordinating with the various departments for their inputs in the Tender submission, such as Tender Bonds, Programme, QAQC and HSE documents.  

· Making arrangements / or assisting in photo copying / scanning of documents for timely submission. 
· Assisting Estimation Manager / Engineers : 

· Preparing the Tender Detail sheet / Scope of Work as per the tender documents / enquiry received and getting approval from the management to quote.

· Preparing Quarterly MIS Statement for the management. 
· Preparing the Pre-qualification Documents as per the Clients / Consultant requirements. 

PERSONAL SKILL

· Ability to deal tactfully, persuasively and effectively with employees, supervisors and managers at all levels
· Able to work with Clients, Customers and Co-workers in an effective manner. 
· Self starter; able to handle multiple tasks simultaneously to meet deadlines, work well under pressure. 
· Possess exceptional telephone and organizational skills; exhibit great patience. 
Curriculum Vitae 
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