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Position applied for: Finance Manager / Assistant Finance Manager. 
Results driven global professional acknowledged for sound decision making and analytical abilities, business acuity, ongoing education and problem solving skills. Enjoys opportunities to think “outside the box”, deriving new solutions to old problems through strategic information gathering and data collection. Experienced in dealing with all levels of management and coaching staff to achieve greater productivity and understanding. Successful in evaluating business and investment opportunities, quickly understanding companies and their markets. Excellent communication and organizational skills, able to multitask and set priorities to maximize potential. Strong work ethic with capacity to function well under pressure and display a high level of competence in a rapidly evolving work environment.  

PROFESSIONAL HISTORY: 

Company: KCA DEUTAG LTD 

From: June 2014 to December 2015
Position: Finance and Administration Officer.
Job Responsibilities.
· Planning and conducting professional management system Audits.

· Training, supervising and promoting junior members of staff.

· Training SAP financial systems, financial accounting, Microsoft excel, Microsoft word and Microsoft PowerPoint.

· Team Building and Coaching.

· Auditing and Assessment Review.

· Meeting with Clients and Vendors and discussing about the invoice payments and other Tasks and Issues.

· Forecasting, reporting and reviewing of Analysis.

Company: KCA DEUTAG LTD 

From: September 2007 to May 2014

Position: Finance Analyst and Management Reporting, Team Training and Development.

Job Responsibilities.

· Preparing Budget reports for all 7 projects and departments. Preparing cost analysis of historical period and discussing with country team managers for future plans and also comparing costs between previous year budget and current budget.

· Quarterly supervising and analyzing of all costs, reviewing if the costs are as per the forecasted Budget.

· Forecasting Cash Flow information’s to Head office on weekly Basis.
· Preparing various ad-hoc reports as requested by the Administrative Manager.
· Prepare month end journals, month end G/L account reconciliation, month end and year end reports, such as Profit and Loss account and Balance sheet.

· Preparing and ensuring all monthly Expats & Nationals day rate invoices, 3rd party vendor invoices and all other reimbursable expenses are invoiced to client in accordance as per the commercial terms of contract.

· Supervising monthly Locals and Expats payrolls.
· Calculation of Azerbaijan Expat tax on monthly basis, do the tax accruals and proceed payments to tax authorities before the due date. Allocate the tax cost between different cost centers, prepare tax reconciliation’s, clearing tax accruals and tax payments from the system (SAP).
· Dealing with Internal and Government auditors during the period of audit and resolving the queries raised by auditors on various financial aspects of the company by providing them with required information and proper spreadsheets.
· Calculation of employee’s annual retention bonus and invoicing that to client.
· Supervising Expatriates apartment contracts and apartment rent payments are paid before the due date.

· Supervising weekly Bank and Cash transactions and all transactions are correctly posted into SAP.
· Forecasting and reporting of Bank balances depending on weekly payables and receivables and if required request funds from Head office (UK) and transfer excess funds back to Head office (UK).

· Strongly following up with all sales invoices, so that we receive our payment on time.

· Interact with other departments to ensure that their requirements are submitted in the most efficiently and on time.
Company: AL HANOOF GENERAL LAND TRANSPORTATION L.L.C

From: June 2006 to September 2007

Position: Accountant and Sales Executive.

Job Responsibilities.

· Preparing of Sales Invoices and following up with customers, so that we receive our payment on time.

· Bringing Land transportation and Sea shipment business to the company.

· Meeting different customers and get more business to the company.

· Arranging different types of trailers as required to Gulf and Middle East countries.

Company: TRUCK WAYS GENERAL TRADING L.L.C

From: June 2002 to December 2005

Position: Accountant and Office in Charge.

Job Responsibilities.

· Maintaining Book of accounts and updating invoice register in Excel.

· Preparing of Journals, General ledger maintenance, Bank reconciliation.

· Maintaining the Sales records and follow up with the Customers regarding payments and due date as per the policy.
· Preparing Sales and Purchase reports on monthly basis.
· Dealing with Customers, Suppliers, preparing quotations, pricelist, database etc.
· In charge of Letter of Credit: Preparing L/C documents, such as Commercial Invoice, Packing List, Certificate of Origin, Shipment advice, etc.
· Arranging for Insurance Certificate and inspection of cargo.
· Dealing with L/C departments in Banks, submitting the documents for negotiating and follow up the procedures.
· Corresponding with shipping companies for issuing Bill of Lading.
· Dealing with Shipping Lines for the details of shipment such as ETA, ETD and Ocean Freight Charges.
· Familiar with Import and Export Custom Procedures and Formalities.
· Arranging import and re-export clearance, booking containers for import of goods with the shipping lines and negotiating for the best ocean freight charges from various shipping companies for company benefits.
· Import and re-export operations and also preparing documents for customs.
· Co–ordinate with shipments well in time and arrange funds from Banks and other sources.
· Handling inquiries from the buyers, preparing inquiries and quotations for different products as required. Meeting and negotiating with buyers.
· Developing and maintaining strong customer relations.
· Processing orders and arranging the shipments.
· Examining contents of arrived L/C for possible discrepancies and if necessary to arrange for the Amendment.
· Ensuring delivery of products with proper documentations and providing storage facility if required with good services to satisfy customer needs.
Educational Qualification.
· Safety for Managers Arbrit Safety and Engineering Solutions (P) LTD, Institute of Occupational Safety and Health (I.O.S.H) Year 2015, at Call for Safety and Quality Solutions (India) Pvt Ltd. Karnataka, India.
· Bachelor of Business Management (B.B.M) Year 2002 at Badria First Grade College, Karnataka, India.
· Pre University Course Certificate (P.U.C) Year 1996 at Milagres Pre-University College, Karnataka, India.
Computers.

· D.C.A (Diploma in Computer Application) Manipal Institute of Computer Education – Year 1999 – Microsoft Windows, Microsoft Word, Microsoft Excel, Microsoft Power point.
· Well Versed in Tally – Accounting Software.
· Well Versed in SAP – Business Management Software.
Personal details.

Date of birth

:
5th November 1976


Languages known
: 
English, Hindi & Kannada (Expert)

Azeri, Russian (Intermediate)

Arabic, Persian & Portuguese (Beginner)
