	Sajeev
Email : sajeev.251883@2freemail.com 

	Profile ↓

	A dynamic professional with U.A.E. experience in Finance / Accounts and Audit. Expertise in preparing financial statements, developing annual budgets, Experience in Accounts Payable and Receivable. Experience in imports & Exports documentation.  Proficient in using ERP, SQL Mycom Systems, Comrade, Microsoft Word Excel and Outlook. Master’s degree in Finance and looking forward to work in professional and competitive environment.


	Work Experience ↓

	Senior Accountant
August 2012 - Present
	AA. Productions FZ-LLC

DMC, Dubai, UAE

	· Handle accounts up to finalization. Prepare Profit and Loss account and Balance Sheet, Cash flow statements and other management information reports.
· Controlling and managing day to day banking operations and Prepare monthly Bank Reconciliation Statements.
· Liaise with bank authorities to arrange funds and ensure that every penny is spent wisely. 
· Accounts Payable: Prepare supplier’s payments, scrutiny and allocating payment dates on the basis of supplier’s credit terms and key accounts.
· Accounts Receivable: Create and regularly update customer data base AR provisions, balance confirmation AR related reports and ensure the effective follow-up with customers, sales team and central finance team.

· Prepare Trial Balance with supporting general ledger.
· Preparing LPO’s Quotations and invoices.
· Managing petty cash Scrutinize and verifying petty cash vouchers with supporting documents.

· Prepare payroll: checking time sheet and preparing individual and consolidated payroll sheet based on monthly attendance report. Review and confirm payroll related calculations including deduction, staff benefits etc.

· Responsible to maintaining employee reports

	Senior Accountant




May 2010 – June 2012
	Al Mamaleek Building Materials L.L.C

Dubai, UAE

	Job Description

· Prepare profit and loss account, balance sheet and cash flow statement, budgeting and other management information reports.
· Ensure accuracy of information contained in the financial reports & their compliance with statutory requirements & general accounting standard.
· Accounts Receivable: Create and regularly update customer data base AR provisions, balance confirmation AR related reports and ensure the effective follow-up with customers, sales team and central finance team.

· Accounts Payable:  Prepare suppliers payments, checking and verifying with suppliers statement of accounts.

· Documentation for Letter of credits [LC], managing and controlling Trust Receipts [TR] for import and exports shipments

· Liaise with bank authorities to arrange funds & ensure that every penny is spent wisely. Controlling and managing day to day banking operations and prepare monthly bank reconciliation statements.

· Coordinate with external auditors and ensure proper compliance with all statutory regulations & company policies & procedures.

· Executing inter company transactions and month end close procedures and petty cash management.

	  Accountant





September 2000 – March 2010
	Sunrise City Supermarket L.L.C

Dubai, UAE

	Job description 

· Handle accounts up to finalization. Prepare Profit and Loss account , Balance Sheet &  Cash flow statements
· Finalize Trial Balance with supporting schedules.

· Supplier’s payments scrutiny and allocating payment dates on the basis of supplier’s credit terms and key accounts.

· Controlling and managing day to day banking operations and prepare   monthly Bank Reconciliation Statements.
· Checking, verifying and counting daily sales [cash & credit cards] from the outlets and Prepare Daily sales reports to the management
· Prepare payroll: checking time sheet and preparing individual and consolidated payroll sheet based on monthly attendance report. Review and confirm payroll related calculations including deduction, staff benefits etc.

· Maintain Accounts Receivable & Payable ledgers. Payment Follow-Up and Preparation of cheques.

· Delegating works and managing junior accountants.

· Prepare monthly supplier’s payments on the basis of their credit periods and reconciling with supplier’s statement of accounts.

· Petty cash handling for individual branches and head office. Scrutinize and verifying petty cash vouchers with supporting documents.

· Maintaining PDC reports and cheque register.

· Checking and reconciling credit cards statements and receipts from the outlets with daily credit cards transmission report from the bank.
· Checking, verifying and posting daily sales, supplier/vendor invoices and other administrative expenses. 



	Audit Assistant

August 1997 – November 1999
	Mohan Kumar & Co, Chartered Accountants

Thiruvananthapuram, Kerala, India

	Mohan Kumar & Co, Chartered Accountants is a leading Chartered Accountants firm in Thiruvananthapuram, Kerala.
Job description

Verify vouchers and books of accounts and preparing preliminary audit reports.

Check, verify and inspect clients’ accounts receivable accounts payable and general ledger accuracy.


	Education ↓

	Master of Commerce (M.Com)

	University of Kerala Thiruvananthapuram, Kerala- India


	Personal Details

	Driving License
	
	Valid UAE Driving License for Light Motor Vehicle

	D.O.B
	
	20th May 1970

	Marital Status 
	
	Married

	Nationality
	
	Indian

	Visa Status
	
	Employment  - Free Zone Visa  (CAN JOIN IMMEDIATELY)

	Language Skills 

	· English

· Hindi

· Malayalam 
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