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Senior Level | Financial & Accounts Operations | Commercial Operations | Services/Manufacturing Sector
SUMMARY

	· Date of Birth: 1st July 1969
	
	· Current Location: Dubai, UAE

	· Current Position: Assistant Manager – Finance
	· Company: Social Club

	· Passport Details: Ready & Valid | Visa: Employment Visa (2016)
	· Nationality: Indian | Religion: Hindu

	· Marital Status: Married
	· Languages: English, Hindi and Telugu


EXECUTIVE PROFILE
· A dedicated and hardworking Finance and Accounts professional with 20+ years of experience in Accounts and Finance Operations.

· PG Diploma in Financial Management, Diploma in Taxation and Bachelors Degree in Commerce.

· Experience in accounting, handling whole gamut of financial activities, cash flow management, AR/AP, taxation, commercial operations and general administration.

· Possess good skills in budgeting, costing, financial analysis, valuation, accounts finalization, reconciliation, book of accounts management, financial statement preparation and MIS reporting.

· Good planning, management and organisational skills and possess interpersonal skills with the ability to interact professionally with people at all levels.

· Possess good skills in identifying areas of internal control and implementing the same for simplification and standardisation. Ability to implement systems and processes for smooth operations. 

· Ability to perform in a stressful environment and under pressure and good at handling multiple tasks simultaneously.

· Manage team (Team Size: 10 – Direct & Indirect) and guide team members towards achieving organisations goals.
· Attributes include punctual, confident and careful with keen eye for details, commitment to service excellence and determination to succeed.

CAREER PATH
Social Club, Dubai, UAE








Jun 2005 - Present

Assistant Manager – Finance



Jun 2009 - Present

Finance Executive




Jun 2005 - Jun 2009

Emmellen Biotech Pharmaceuticals Ltd., Mumbai, India




Mar 1997 – Jun 2005

Senior Officer

Officer

Junior Officer

Akshay Software Technologies Ltd., Mumbai, India




May 1995 – Mar 1997

Accounts Assistant

AK Sabat & Co. Chartered Accountants, Mumbai, India 




Sep 1993 – Feb 1995

Accounts Assistant
KEY HIGHLIGHTS
· Handle Finance and Accounts Department independently.

· Submission/presentation of MIS reports on monthly basis like Profit & Loss along with budgeted costs, event Profit & Loss and Food Cost to Higher Management.

· Preparation of budgets and presenting it to Higher Management.

· Preparation of Fixed Asset schedule and calculation of depreciation.
· Managing Working Capital of the firm.

· Negotiation with banks for better interest rates on Fixed Deposits.
· Payments to suppliers: Active Team Member streamlining payables procedure like before processing the payment, requesting the supplier to forward the statement and also insisting on receipt from the supplier to avoid any future disputes from the supplier.

· Contributed in simplifying the process of manual stock taking during the events and also reducing the difficulties of cashiers by working out simplified menus.

· Active Team Member in bringing the reduction in usage of paper volumes in accounting of purchases on day to day basis as per the environmental norm for ISO 14001-2004.

· Contributed in maximizing the use of Accounting Software for reconciliation of credit card on day to day basis thus saving time and effort.

· Active Team Member in implementing the guidelines laid down by company and also improving the systems for ISO 9001-2008 and ISO 14001-2004.

· Consistently contributed throughout the work tenures in safeguarding finances by preparing accurate financial and accounting reports, ensuring reliability and worthiness.

· Effectively established accounting system and generated significant reports from scratch.

· Successfully achieved performance parameters as well as organizational goals and objectives.
Awards and Appreciations

· Received award of excellence from the company for actively participating in winning the Dubai Quality Appreciation Award (DQAP).

· Received appreciation from the company for actively participating in achieving ISO 9001-2008 certification for Company.

· Received appreciation from the company for actively participating in achieving ISO 14001-2004 certification for Company.
KEY FUNCTIONAL AREAS
Accounts & Finance Management

· Deal with all general accounting and financial activities. Control financial accounting activities of business together with senior management and group including timely preparation and submission of financial reports.

· Handle complete books of accounts independently up to completion with zero error tolerance including books of transaction, cash, stock, production and other related jobs.

· Preserve record pertaining to sundry debtors, creditors, debit and credit note.

· Coordinate with all Departments for purchases, agreements & contracts.

· Review, supervise and coordinate the day-to-day work of accounts & other concerned departments. 

General Management (Administration & Operation)
· Oversee activities directly related to making products or providing services.

· Direct company’s financial activities to fund operations, increase investments and efficiency.

· Review financial statements, sales and activity reports and other performance data to measure productivity and goal achievement and to determine areas needing cost reduction and program improvement.

· Actively take part in carrying out group policies and procedures, help in continually reviewing and setting up improvements to current procedures.

· Uphold constant communication with internal departments and keep track on various correspondences and office communications to ensure smooth office operations.

· Coordinate various events and programmes being held.

Compliances & Tax Management 
· Enforce strict control on financial records to ensure adherence with IAS.

· File IT monthly returns, annual returns, assess appeals and refund under direct and indirect taxes.

· Assess filed tax returns to determine whether claimed tax credits and deductions are allowed by law including selected tax returns to identify nature and extent of audits to be performed.

· Review financial records like income statements and documentation of costs to determine forms needed to prepare tax returns, further check accounting records and other financial reports to assess accuracy, completeness and conformance with company policies and applicable reporting standards.

· Uphold awareness of applicable laws and regulations to maintain up to date compliance.

Audit, Cash flow, Budget, Book Keeping & MIS Reporting

· Provide necessary support to Auditors. Conduct Internal Audit on periodic basis and solve queries raised by the Auditor.

· Develop accounting systems to standardise & streamline operations.

· Deal with banks and financial institutions. Prepare, review and analyse financial statements.

· Analyze set budget targets with actuals. Review of actual vs. budget expenditure with explanation. Update & present financial reports to management.

· Oversee flow of cash or financial instruments. Establish procedures for custody or control of assets, records, loan collateral, or securities to ensure safekeeping.

· Manage AP/AR; preparation of financial statements and MIS reports, budgets, cash flows, forecasts, Balance Sheet and monthly closing of all ledgers.

Vendor/Supplier/Customer Relationship & Coordination

· Collection of Invoice from Vendors. Ensure check whether proper invoices are raised and payment is done appropriately.

· Invite competitive quotes for the requirements, negotiate for the best rates and finalize terms/conditions for issuance of order.

· Locate, select, and procure merchandise for resale, representing management in purchase negotiations.

· Set up and maintain relationship with bank authorities and auditors, ensuring compliance with all regulatory bodies.

· Handle bank related transactions and conduct monthly settlement.

· Coordinate with banks, auditors, clients, suppliers, and all third parties dealing with the company and keep strong rapport with the same.

Team Management

· Handle team and manage day-to-day work allocations & operations.

· Mentor new entrants ensuring team’s contribution to the organisation in short period of time.

· Manage staff, prepare work schedules and assign specific duties. Set up work environment to heighten employee potential, productivity and retention.
Facilities & Events Management
· Manage commercial operations for food & beverages events and sports facilities outlets.

· Organising and administratively managing of the venue for various events held in the Club.

· Ensure all commercial and accounts related aspects are in place and are followed.

SKILLS ENHANCEMENT

· Chartered Finance Manager Certification programme (1 year) from Kaizen School of Business Management in 2014.

· Lead Auditor Training Course in ISO 9001-2008, UAE.

· Import & Export Management Training Course (6 months), India.
COMPUTER SKILLS

· Well versed in customized accounting packages. 
· Proficient in Microsoft Office Suite, E-mail & Internet applications.
EDUCATION
· PG Diploma in Financial Management - Indira Gandhi National Open University, UAE

2009

· Diploma in Taxation - Wellingkar Institute, India 





2004
· Bachelor of Commerce - Andhra University, India 





1990
REFERENCES

· Available on request.

PENDYALA VENKATA RAJASEKHARAM


Address: Dubai, UAE


Tel: +97150 2442023 | E-mail: pvrs69@gmail.com









