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Dubai, UAE
OBJECTIVE:
To build a career in Accounts and helping to grow professionally and personally with committed and dedicated people that will help me to explore myself and realize my potential. Willing to work as a key player in challenging and creative environment and thus contribute to the development of the organization.
PROFILE:
· Have 2 years of experience in Accounts with reputed company in UAE. 
· Highly proficient in Excel & Tally and other MS Office applications. 
· Wide exposure to accounting policies & procedures. 
· Efficient in Analyzing, Comparing and interpreting facts and figures quickly. 
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions 
· Energetic and capable of working independently and a good deal of autonomy. 
· Have excellent time management skills & can meet the deadlines without compromising on quality. 
· Excellent communication & interpersonal skills. 
· Self-motivated and hardworking with zeal for professional progress and career advancement through determination and dedication. 
· Quick to grasp new ideas and concepts, and to develop innovative and creative solutions to almost all problems. 
· Can work under pressure and meet deadlines. 
· Excellent written and verbal communication skills 
PROFESSIONAL EXPERIENCE:
· Administrative Accountant, KBC Group of Companies , Kerala (Sept. 2013 to Sept. 2014) 
· Accountant, cont. Sharjah,UAE, (presently working here since last 2 years) 
Responsibilities:
· Received and recorded invoices and arranged payments. 
· Prepare and send invoices to debtors 
· Calculate and distribute wages and salaries. 
· Prepare regular reports and summaries of accounting activities. 
· Prepare financial statements and debtors listings 
· Verify recorded transactions and report irregularities to Finance Manager. 
· Maintained all aspects of finance, accounting, marketing and data processing for the company. 
· Generated income statements and assisted the Senior Accountant in preparing balance sheets, general ledger, checks and reports. 
· Reconciliation of Accounts and GL Accounts. 
· Credit control and collection of accounts payables and receivables. 
· Prepare invoices and delivery notes. 
· Collecting and maintaining personal records and documents of the employees 
· Maintaining the confidential data’s and documents 
· Arrange management meeting and schedule within the organization 
· Arrange flight ticket for the employees 
· Create a daily report of the productivity of the employees 
· Attendance management 
· Managed accounts payable, accounts receivable 
· Periodic Ageing Reports - A/R with customers and A/P with suppliers 
· Managed international financial transactions in foreign currency 
· Established credit and risk assessment policies 
· Supported local goods purchases by accurately processing sales and returns invoices 
· Tracked money received and prepared deposits 
· Payroll department verification. 
· Served as a troubleshooter for accounting department’s computer conversion 
· Maintained goods transitions and transfer returns through various branches 
· Managed customers, vendors and suppliers accounts for payments 
· Ensured compliance with accounting deadlines 
· Performed general office duties and administrative tasks 
EDUCATIONAL BACKGROUND:
Bachelor’s of commerce – B.COM , University of kerala, India, (2010 – 2013)

IT SKILLS:
· MS-Office - (Excel, Word, PowerPoint); 
· Tally 9.0, (Academy Certificate- 2008); 
· Diploma in computer hardware and networking engineering, installation of computer PDNE(Affiliated to Kerala university, under KELTRON) 
PERSONAL PROFILE:
Nationality
: Indian
Date Of Birth
: 27th October 1991
Languages
: English, Hindi & Malayalam
Visa status
: Employment visa
Driving license no
: UAE
Murukadas 
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