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	------------------------------------------------------------------------------------------------------

Experienced Accounts Professional with proven expertise in the field of General Accounting, Payrolls, Payables,Receivables,Credit Control,Reconciliation, Trial Balance, Balance Sheet, liaison with Banks,Creditors, Co ordinating with Auditors during their visits and Maintaining Client Relationship.Career record of achieving set goals and consistent work performance on the basis of dedicated work approach. Ability to work under pressure, effectively meet deadlines and maintain strict confidentiality of the company.A dedicated team player who possesses excellent analytical, problem solving, communication and business coordination skills.


	Strengths



	· Qualified & Experienced 
	· Accounts Receivables, Payable Follow Up

	· Experience in Bank Reconciliation
	· Manual & Computerized Accounting Skills

	· Quick learner,adapting easily to new protocol
	· Excellent Know How of Accounts Finalization

	

	Academic Qualifications
	

	

	Presently doing CMA (Certified Management Accountant) course from National Academy. Dubai-UAE
Bachelors of Commerce (B Com)Degree from Calicut University, Kerala, India – (certificate attested)

	 Higher Secondary Education (Plus Two) from GMHS School, Nadavaramba, Kerala, India.



	Computer Qualifications
	

	

	Diploma in Computer Application (DCA) from Prisom Technologies, Trissur, Kerala, India. 

Diploma in Accounting (TALLY)from CADD Center ,Trissur,Kerala,India 


	Achievements
	

	· Gained 7+ years diversified experience in Accounts & Finance with reputed companies 
          in UAE 
· Efficiently performed accounting functions in a manual or computerized system.



	Accounting Experience
	

	

	General  Accountant                                                                                                                June 2014-Till Date
Cell2all Dubai-U.A.E
Subsidiary of Al Haddad TelecomKSA
(Wholesale distributor of Mobile Phones) 
General Accountant                                                                                                               April 2010-March 2013     



	Universal Traders, Dubai, U.A.E.

(Retailer of Fast moving health care products)
	

	
	

	Receivable Accountant

 
	   Dec 2006-Feb 2010

	Anchor Allied Factory Ltd,Sharjah, United Arab Emirates

(ISO Branded Building Material Manufacturing Company)
	

	
	

	Audit Assistant
	May 2004-March 2005

	MP Asokan and Company,Kerala,India

(Chartered Accounts Firm)


	

	Proven Job Role
	

	General Accountant                                                                                                                 June 2014-Till Date     

	Cell2all Dubai-U.A.E
Subsidiary of Al Haddad Telecom KSA

(Wholesale distributor of Mobile Phones) 

	

	· Preparation of Monthly Finacials including Income Statement,Balance sheet,Cash Flow statement
· Preparation of Daily Reports & Weekly Estimate
· Receiving Cash, Cheques after verifying related supporting documents like Sales Invoice, Sales Order, Delivery Notes and Payment terms etc. Preparation of Receipt voucher, Arranging Depositing of Cash and checks timely into the bank. Booking telegraphic Transfer and Other Receipt voucher into the system after the verification of supporting documents. Monthly review of customer aging report .reconciliation of customer account periodically.
· Monitoring Sales within the controlled credit Limit & Credit Period, Update & ensure all the valid documents from Customers.
· Preparation of bank, supplier and related parties reconciliation
· Preparation of payment vouchers, cheques and Bank Transfer Letters. Monthly review of supplier aging report and timely release of payment. Booking supplier invoices after verifying related supporting documents like purchase orders, delivery notes, store receipt vouchers etc. Reconciliation of supplier account periodically. Liaison with other departments to obtain approval on supplier invoices.
· Preparation of petty cash reimbursements / travel advance payments in line with company’s standard procedure. Management of Petty cash and Sales cash
· Coordinating with Inventory dept for stock taking and maintaining stock valuation
· Booking accrued expense at the month end and maintain related schedules
· Preparing monthly Payroll, Time sheet checking, Leave verifying etc.
· Distribution of Cash Salary to employees without bank account.
  General Accountant   
                                                                                                                                                      April 2010-March 2013     
       Universal Traders, Dubai, U.A.E
(Retailer of Fast moving health care products)
· Preparation of  financial reports
· Preparation of Monthly JVs  & posting 
·  Manual Receipts & Payment Preparations and posting 
· Staff leave salary JV updating , Salary Preparation under WPS 
· Preparation of cheques and bank updating,
· Processing Various Bank transfer requests
· Verifying DEWA, Etisalat and various other bills
· Bank transfer posting & Preparing bank reconciliation statement
·  Follow up & checking A/R Ageing Analysis Report
Receivable Accountant
  Dec 2006-Feb 2010
 Anchor Allied Factory Ltd,Sharjah, United Arab Emirates

  (ISO Branded Building Material Manufacturing Company)

· Handling Accounts receivables and Outstanding follow up 

· Bank reconciliations and Inter Company reconciliations. 
· Petty Cash and Sales Cash Management.
· Preparation of Debit Note and Credit Note. Accounting the Purchase, sales, and inventory.  

· Maintaining Payment Vouchers and Receipts.  

· Preparation of prepayment schedule, fixed asset schedule, creditors and debtors ageing and passing journal entries.  

· Maintaining sales reports, checking of stock/inventory .Reporting to the Director.

· Coordinating with Other departments like Sales, Purchase, Inventory for the smooth functioning of the organization.
· Responsible for the preparation of different Finance Reports for management review
  Audit Assistant
May  2004-March 2005
MP.Asokan & Company

(Chartered Accounts Firm)

· Auditing and reconcile of Company Accounts
· Visiting different Companies and checking all Books of Accounts. 

· Checking Transactions are made properly and accurately. 

· Checking Journal entries, Ledgers, Purchase entries, Sales entries, Bank book, Cash Book.
· Comparing total cash balance with Cash Book. 

· Passing all transaction entries and preparing all books of Accounts 

· Responsible for Audit of Accounting Operations of various Companies.

· finalization of Accounts of Various Companies

	 IT Skills
	

	· Hands-on experience in Windows based ERP  & Al Ameen Accoutning softwares 
· Followed Tally Accounting Software

· Well Experience in MS Office-Word & Excel, Internet and E-mail applications


	Personal Details
	


	Nationality
          :   Indian
Date of Birth
          :   19th June 1982
Marital Status
          :   Married

Visa Status
          :   Employment
References                :   upon request
Available                    :  Immediate
Languages Known.  :   English, Hindi, Malayalam, Tamil
Driving License        :  Valid U.A.E Driving License                        
 

	


	Declaration
	


I do hereby declare that the above mentioned details are true and correct to the best of my knowledge and belief.[image: image1.png]



