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	Strengths

	· Gained 8+ years Gulf experience
· Excellent Communication & Presentation skills
· Organization – Coordination skills

· Tact to deal with multicultural clientele
	· Strong background in Finance / Accounting
· Outstanding Customer Service skills

· People Management & team building skills

· Proficient in ERP/MIS reporting system
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Master of Business Administration (Major in Finance) – National Institute of Business Management – India 
Bachelor of Business Administration (Major Accounting) – Osmania University – Hyderabad – Telangana – India
Masters Diploma in Accounting Application – NTCC – Hyderabad – India 
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Senior Accountant 




 



Feb 2008 – Present Sites Power Training Center Dubai UAE

Assistant Account 







            Apr 2005 – Feb 2008
Swaidi Gulf General Transport, Sharjah UAE

Personal Banker cum Teller & WBO Asst 
Syndicate Bank of Hyderabad      


                           


            Jun 2002 – Dec 2004
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· Played significant role for developing ERP system for Sales, Accounts, Operations, inventory system & Management Reporting.

· Instrumental in achieving business growth and improvements in financial management system and Office Administration

· Efficiently implemented budgeting and costing system which improve the utilization of company resources. 
· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication and drove towards contributing to continued business growth.  

· Used initiative and personal judgment in carrying out tasks efficiently and resolving financial and administration issues.

· Established and maintained excellent relations with clients, suppliers, colleagues, staff and management. Streamlined the backlog accounting data in the company for M/s. Sites Power Training Center, Dubai

· Successfully implemented budgeting and costing system on yearly and quarterly basis  
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1. Key Responsibilities – Sites Power Training Center – Feb 2008 – Present 

Finance

Preparation & monitoring of budgets, Financial analysis, periodical cash flows,  liaison with banks including negotiation for fresh borrowings and other financial requirements, credit evaluation for fixing the credit limits

Accounts

Identification/compliance of Internal Control System, supervision of accounting spectrum like payables, receivables, payroll, Fixed Assets   including cash management, preparation of statutory / management accounts, Co-ordination with external auditors, credit rating agencies, and other statutory bodies. Supervised team of professionals 

Audit

Performed statutory / internal audit, initial planning of audit, preparation of audit programs, examination of records, issuance of statutory / management audit reports, review of implementation of internal control procedures, evaluation of EDP / MIS, recommendation of related controls, compliance of statutory laws, followed pre-audit system, evaluation of accounting system. Supervised team of professionals 

· Maintain of all books of accounts up to finalization.

· Preparation of monthly/ yearly trail balance/ profit & loss Accounts.

· Maintain of Plant and equipment’s (Fixed Assets).

· Supervise the whole range of Accounts Payable, Receivable & Budget Preparation.

· Assist in preparing annual and mid-year budget for the organization

· Maintain of staff records and provides Provisions according to Law.

· Evaluating Income (Sales) recognition on Monthly Basis

· Remain a main point of contact for financial related issues.

· Supervise & coordinate the Accounts division; ensure that all accounts responsibilities are handled efficiently and effectively.

· Involved in basic financial analysis & ratio analysis.

· Ensure accuracy of information contained in financial reports & their compliance with statutory requirements.

· Manage the day to day financial transactions of the company.

· Prepare monthly budget & maintain book of accounts in a computerized environment.

· Assisting annual budgets as well as conducting variance analysis to find out causes of deviation and undertaking corrective measures    

· Checking of Sales invoices, Purchase Invoices, Banking transactions, Cash transactions, accruals and provisions posting

· Preparation of Customers balances report

· Monthly stock taking / inventory

· Monitor Payroll and Management Reporting Activity.

· Prepare day to day bank transactions & day to day cash transactions reports.

· Prepare daily funds position, receivables position & reporting to Finance Manager

· Handle cash management; Control petty cash; prepare render accounts of individuals & departments.

· Prepare Projected & Actual Cash Flow Statements.

· Manage the Invoice generation Operation & Credit Control.

· Ensure reconciliation of all sub ledgers & general ledger is performed on regular basis.

· Ensure General Ledger entries are accurate and are in line with Company Procedures & International Accounting Standards.

· Finalize Trial Balance with supporting schedules.

· Liaisons with Vendors, Banks, Inventory department and Customers.

· Assist with fiscal year- end and fixed asset accounting.

· Ensure effective fixed assets & inventory controls are applied.

· Check Monthly Bank Reconciliation Statements of all bank accounts maintained; resolve any differences in a timely manner.

· Preparing periodical cash flow & fund flow statements for Monthly Sales, Purchase, Plan, Monthly Stock Report etc.

· Ensure continuous development & improvement of the procedures within the finance department.

· Conducting internal audits, physical stock taking & reconciliation.
· Code and key vendor invoices into the system.

· Ensure proper coding of all invoices to the appropriate chart of account line item.

· Vendor setup and maintenance.
Administration Management
· Expertise in managing daily office work and handling administrative and personnel issues.

· Act as a point of contact on all administration and office matters; deal tactfully with all people in the organization. Provide clerical and administrative support for various departments.  

· Assume full responsibility of business communication and interaction with a spectrum of clients, suppliers and vendors. Oversee business administration to ensure smooth running of company.

· Solve business difficulties and consult with department managers for the betterment of the company.

· Oversee the availability of all resources within the department to ensure smooth flow of operation.

· Handle complete facilities and office infrastructure set up and upkeep; ensure enough quantity of supplies and equipment to support operations, devise an extensive filing system to organize & update company files.  

· Liaise with different departments to coordinate activities, exchange information, and resolve issues and concerns and to ensure timely implementation of objectives.

· Extensive experience in office management and administrative support to management.

· Carry out administrative duties efficiently including correspondence, logistics coordination, bookkeeping, customer relations, supplier dealings as well as IT support. 

· Initiate discussion; sharing of ideas with team members; identifying possible solutions and implementing the same towards the achievement of organizational objectives.

· Gain knowledge of the organization set up and understanding of the company’s objectives.

Sales & Projects Coordination

· Provide assistance in implementing the sales strategy as set by the Sales manager including strategies for encouraging repeat business and up-selling.

· Support the sales team in attaining targets; execute a great marketing strategy starting with market research, analysis and evaluation, continuing with new proposals and changes.

· Maintain a good relationship with the existing customers as well as trying to find new ones, interact with clients over the phone or face to face and solve their problems, handling complex issues regarding complaints.

· Coordinator must communicate permanently with the regional sales team, to coordinate and respond to all requests at the internal meetings and provide an efficient work environment. After discussing sales policies and targets with the management, he/she has to communicate these to the other departments.

· Assist the sales team, focusing mostly on managing schedules & distribution of any sales documentation.

· Liaise between other departments & client to provide service most suitable to the client’s needs, cost and time restraints.

· Work closely with the Sales team to assess the progress of the department and develop Sales strategy accordingly.

· Prepare reports on progress within the department and outline any developed strategies to improve.

· Responsible for overseeing any supercharges and evaluating any alterations to both external and internal staff.

2. Key Responsibilities – Swaidi Gulf General Transport – April 2005 – Feb 2008

· Preparing Daily sales Report.

· Responsible for generating sales report in order to satisfy the requirement of company management.

· Assist in preparing regular reports and summaries of accounting activities.

· Maintaining petty cash and make sure physical balance tally with the books of accounts on daily basis & other duties as assigned.

· Reconciles bank statements and research and resolve discrepancies.

· Reconciliation of financial discrepancies by collecting and analyzing account information.

· Handle all kinds of bank transactions.

· Accounting and Documentation for Factoring, Trust Receipt, Letter of credit and Bills and cheque discounting.

· Processing supplier payment and monthly supplier Reconciliation.

· Received and recorded invoices and arranged payments.

· Prepare and send invoices to debtors.

· Reconciliation of Supplier Accounts & GL Control Accounts.

· Generate monthly depreciation posting.

· Accounting of Rent Entries, maintaining rent tracker.

· Assist in preparing financial statements. 

· Assist in preparing year end schedules.

· Established and maintained close relationship with bank authorities and auditors, ensuring compliance with all regulatory bodies.

· Independent efficient handling of day to day administrative office routine of the organization
3. Key Responsibilities - Syndicate Bank, Hyd, Telangana - June 2002 – Dec 2004
· Sales of Asset products and TPP

· Checking and controlling of depletion

· Enhancing customer wallet size and customer services and preventive complaint management

· As vault custodian is responsible for all related process checks.

· Documentation for all account opening and all customer instructions

· Managing and supervision of Teller counter 

· Monitor large cash transactions & adhering to KYC norms.

· Managing and monitoring performance of the sales, resources (BDR/COEX/Asset Coordinator) for optimal sales support.

· Managing Classic Portfolio

· Checking of all account opening forms and authorizing the same before it being sent to CPU.
cheque clearing

· Collections-Outstation cheques collections for customers, from all segments and also includes servicing internal units like Retail Asset, Credit Card colls.

· Disbursement-Cheque, PO, DD printing for clients.

· FIG Ops-Tax collections, CBDT Challans, Banker to issue (IPO & Mutual Fund) collections, RBI Relief Bond processing.

· Warrant Ops.-Processing of Dividend, Refund and various warrants issued by our clients.
-NEFT, & RTGS processing.
· Handling Co-operative Bank Cheque drawing 

· Performing Depository Operation

· Processing LAGJ (Loan Against Gold Jewellery)

· Performing RDVU Operations - Processing and KYCs checking of New Account Opening.

· RETAIL ASSETS Operations - Processing of loan files from Sanctioning to Disbursal.
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· Proficient in ERP/MIS reporting system, MS Office applications (Word, Excel, Outlook & Internet Applications).
· Diploma in Computer Hardware
· Accounting packages - Tally, Focus, Peachtree, DecEasy, MOB,Quickbook
· Others
 - MS Office 
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Nationality
:
Indian
Date of Birth
:
25th May 1982
Marital Status
:
Married
Visa Status
:
Residence
Languages
:
English, Hindi and Arabic (Working Knowledge)
Reference
:
Available on Request
Executive Summary ��





8+ years of experience in UAE as Sr. Accountant & +2 year experience in wholesale banking 


Hold Master Degree & Highly proficient in MS Office applications.


Excellent communication and influencing skills.


Possess demonstrated ability to work effectively and congenially with employees at diverse levels.


Energetic and capable of working with minimal supervision.


Adherence to deadlines without sacrificing quality of output.


Systematic and methodical approach to work.


Ability to put in extra efforts when called for.


Prioritization of work and perfect time management.


An ideal candidate for positions requiring a strong combination of diplomacy, leadership skills, problem solving abilities, and broad-spectrum knowledge bases a proactive, detail-oriented, quick and creative thinker knowledgeable in Commerce, Communication & Computer Technology with all of its Utilities





Educational Background ��





Employment History  ��








Achievements  ��








Core Competencies  ��








IT Skills  ��








Personal Details  ��
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