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Accounts Executive with a career spanning 7 years 2 months

Career Profile:

· A detailed oriented with excellent knowledge of accounts possesses rich experience in, accounts payables, credit control, receivables ,payment of petty cash, ensuring compliance to all administrative matters and audit requirements. 

· Proficient in monthly project costing report  accordance with the international financial reporting standard .
· Reconciliation of bank account, supplier account, inter-branch account etc.
Areas of Expertise:

· Accounts Payable
· Accounts Receivable
· Petty Cash
· Bank Reconciliation
· Credit Control
· Reporting 
· Accounts Administration
Seeking a position of Accountant in the Trading/ Finance Sector
Proficiency Forte

Accounts Payable& Recievables

· Prepared Monthly bill wise details for suppliers payment
· Invoice certification, passing purchase journal, debit notes prepare monthly bill wise details etc.  for ensuring accuracy and timeliness.

· Submitting project invoices to Client & maintaining  the outstanding statement.

Credit Control:

· Verify all income from contract invoice and maintaining the outstanding report and updated status on  monthly basis.
· Ensure payment due from customers is collected according to given credit terms.
· Constant monitoring over due and delinquent accounts and follow up closely with customers on collection
Cash Management

· Daily evaluation of daybook, error rectification and passing necessary entries.
· Managing   all Cash payments from HO
· Preparing monthly and weekly cash statement for  comparing cashoutflows

· Settled all local payment with a weekly statement to HO.
Payroll activities
· Verification of time card, verify attendance register of staff and sent the absent/ medical report to payroll dept.
· Settle  complant salary ,vacation salary and ticket. 

Career Profile  

                                                                        Nasser s al hajri corporation-Fabrication Division, KSA-

 Accountant (Nov`2011 to May`2015)

· Preparation of reports of material, man hour and monthly report of overall projects on cumulative basis.
· Maintaining asset register of own and hiring.

· Daily evaluation of day book , error rectification and passing necessary entries
· Managing   all cash payments from HO and settled all local payment with a weekly statement to head office.

· Supervise accounts receivable and accounts payable functions. 

· Invoice certification, passing purchase journal and debit notes.
· Verify all income from contract invoice and maintaining the outstanding report and updated status  on  monthly basis.
· Assisting payroll department for preparing the monthly salary by verification of time card. 
· Verify attendance register of staff and send the absent/ Medical report to pay roll dept.
· Settle complaint salary, ticket & Vacation salary.
Previous Employments
ABS India ltd, India - Senior Accountant ( Apr`2010 – Nov`2011)

· Passing day to day entries to preparation of final accounts of client firms.

· Preparing company accounting reconciliations – bank, creditors & debtors etc.

· Preparing project report of client firms for Bank OD & other purpose. 

· Coordinating and guiding team of assistant accountants for accomplishing projects.
                         T O Gandadaran FCA (CA firm) ,India, as  Assistant  Auditor (Mar`2008 –Apr ` 2010)
· Verify each and every transaction made by the client, such as cash book, ledger expenses etc. and find clerical and deliberated errors 

· Prepared company, firm accounts, tax returns and  audit report.
Education

· M.com-Finance from University of Calicut, India(2009)

· B.com from University of Calicut, India(2005)
Computer Proficiency
· Operating Systems: Windows 2007/XP/Vista, Office package: Ms-Office 2007/2003

· Accounting Package: Tally ERP,& Focus.
Personal Particulars
· Date of Birth                   :  07-05-1985
· Languages Known        :  English, Hindi & Malayalam
· Marital Status                :  Married
· Visa status                     :  visit visa
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