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                                        Accounts, Finance & Administration Professional                                                                             SANIL
                                               Email: sanil.370024@2freemail.com 
                                    

 SHAPE  \* MERGEFORMAT 





        Have a career opportunity to work in an organisation where my skills and experience could be used productively so as to enhance career developments along with organization development. Qualified, trained and experienced professional with proven expertise in handling Financial Accounting and Administrational functions. Worked with the Shopping Mall Accounts for a period of 6 years in UAE. Successful track records in the fields of Financial Accounting, Cost Management Control and Auditing experience from small to medium concerns as well as corporate companies. Well versed in maintaining ledgers, cash book, managing account information using SAP Accounting software applications and completing administrative task. A dedicated team player who is excellent in problem solving communication, interpersonal, accounting and administrative skills.
Strengths:

( Experienced Accounts & Finance Professional      ( Familiar with auditing-cost controlling

(Accounts finalization-report preparation skills        ( Readiness to accept work challenges                 

( Proficiency in Accounting Software –SAP             ( Willingness to develop / enhance skills 
                     
Finance & Accounts Functions
· Solely responsible for the overall accounts and reporting financial performance to the General Manager and Finance Manager.  
· Generate Financial Accounts and MIS reports including Profit & Loss, Budget, Cash Flow and other reports within the deadline set by the management. 
· In charge for the preparation of monthly accruals, depreciation and at the same time performing reconciliation of monthly bank statements, company, creditors & debtors accounts.

· Review and audit invoices and other claims for payment generated by various department.

· Evaluate the adequate budgeted funds are available for payments and may schedule the issuance of accounts payable cheques.

· Review detailed monthly expenditures reports for each department, prepare adjusting entries as required and audit reports for coding errors and duplicate payments.

· Monitor all general ledgers accounts together with costing efforts and its supporting transaction documents. Report to management regarding finances of establishment.

· Handle payments and attend payment enquiries for maintaining books of accounts.
Administration

· Provide administrative support to the management.
· Handle client communication, administration, public relations and various Mall activities.
· Manage all the administrative management duties efficiently including correspondence, office communication, and handling complete office and personnel matters.

· Ensure overall smooth functioning of office in terms of handling daily operations, reconciliation of bills, dealing with vendors and manage contracts /agreements.

· Prepare forms, manuals for accounting/bookkeeping personnel, direct their work activities.
SAP Application
· Well experienced in SAP as an accounting software
· Ability to work within the minimum supervision.

· Prepare monthly Profit and Loss account

· Excellent knowledge & experience in handing of accounts payable & receivable , petty cash books and general ledger accounts

· Have a clear idea about all the SAP related accounting works for an organization.

Accounts Officer – Lulu Group International (Shopping Malls, Real Estate, Retail and Project Accounts)
· Participating actively in the company’s daily management of financial and retail operations.

· Accountable for the financial functions and accounting tasks within the company and fund arrangements for various payments and day to day operations.

· Coordinating responsibilities such as compiling, analyzing and settling financial data & accounts in general ledger, following upon accounts receivables & payables, preparing budget for leasing departments, management of payroll function and mall expenses, managing debtors & creditors invoices and developing work orders for various mall activities.

· Well experienced in handling WPS.
· Developing and maintaining reliable books of accounts involving journals, ledgers, trial balance and balance sheets. Ensuring that proper posting has been implemented.

· In charge for generating payments, receipts and journal vouchers and also make sure that the preparation and the posting of expenses is aligned with suitable budget limit.

· Utilizing SAP Accounting Software in maintaining monthly cash and bank payments reports.

· Developing, reviewing and submitting reports of updated financial statements to the Board of Finance Committee and Management team.
· Monthly closing and financial report preparations with the support of relevant schedules.

·  Monthly reports preparation and comparison such as CIS Comparison, FS Comparison, accounts reconciliation, leasing status comparison, Foot fall comparison, accounts reconciliation, salary reconciliation, category reports, ageing reports, contract renewals

· Should keep all the reports in Excel format.

Accounts Assistant – Manappuram Group of Companies (NBFC)
· Performed regular jobs of accounting data entry and providing support to Auditor

· Assist Auditor in accounts finalization and financial statement preparation.
Share Wealth Securities Limited
· Had done 6 Months project with Share Wealth Securities Limited under the topic of “Fundamental Analysis of five major players in Indian Cement Industry”

· Master of Business Administration (MBA) - Finance.
· Bachelor Of Commerce (B.Com)

· 6 Years of proven experience in SAP & Good knowledge of Internet, Micro soft word, Excel  and other E-mail applications
· Advanced Diploma in Indian & foreign Accounting (DIFA)
· M.S OFFICE, TALLY, PEACHTREE & QUICK BOOKS.

Date of Birth           




: 30.05.1987
Marital Status         




: Single 
Nationality             




 : Indian

Languages             




 : English, Hindi and Malayalam.
Visa Status             


                         : On Visiting Visa
Passport Details:

Place of Issue                                                              : COCHIN

Date of Issue                                                               : 28.05.2010

Date of Expiry
                                 : 27.05.2020

  References       : Reference will be furnished upon request.
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