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Profile Summary

· An ambitious professional with a strong background that encompasses diverse aspects of Accounts payable process, bookkeeping and vendor relations in fast paced corporate environments with 8 years of experience in Accounting, Operations, Office Administration and Document Control in the Construction, Oil & Gas Industry, seeking middle level assignments in an accounting position with esteemed organization.
· Qualified M.B.A. (Finance) from Manipal University, Dubai, UAE.
· Extensive experience of the full cycle accounts payable process in a high volume, fast-paced environment. In-depth knowledge of accounting programs including SAP and JD Edwards. Recognized as a hard worker who is driven to exceed performance targets and contribute to company profitability.


Professional Experience

John Crane Middle East FZE, Dubai, UAE
[June 2016 – August 2017]

ACCOUNTANT

Accounts Payable

· Reviewed, posted vendors invoices in SAP through 3-way matching and direct entries for debit notes received using appropriate GL Account Code.
· Processed vendors payments (regional / overseas / intercompany / employee) through Wire Transfer / ACH payments / Checks / Demand Draft.
· Reviewed, recorded Staff Expense claims and arranged payments.

· Reviewed, recorded Petty Cash expenses and arranged for reimbursements. 

· Reconciliation of Vendor statements against payables for both External Trade Creditors / Intercompany and Employees. 
· Reviewed Vendor statements and purchase orders, investigated and resolved open issues.
· Investigated unrecorded liabilities for items processed outside the PO system.
· Followed-up with warehouses and advised regularly to book all deliveries in SAP and cleared all outstanding issues to reduce GRNV account balance.
· Coordinated A/P functions. Coded and distributed Invoices to appropriate Manager for approval.
· Reviewed expense reports for corporate policy compliance and responded inquiries regarding proper coding of expenditures and payment invoices.
· Reconciled Sales commission statement (region wise) using internally built-in software for each quarter against the customer receivables ledger, update the necessary agreed commission charges against each product group, forwarded to Management for approval, then processed payment to the Agents in the Middle East and North Africa.

· Frequently monitored GRN Account, reported for variance, monthly reviewed AP aged payables, released payments in advance (when and where required)  / in time. 
· Adhered to the company policies and procedures in all Accounting transactions.

· Responded to queries of Vendors and various Stakeholders pertaining to payments. 

Accounts Receivable 

· Prepared necessary supporting documentation for Customer (Intercompany) Debit note for back charges, review, obtain approval from Management, posted entries into SAP and dispatched to the concerned entities.
· Continuously reviewed and ensured monthly intercompany back charges account balances maintained at zero balance.

Treasury  

· Frequently monitored bank balances of company bank accounts to ensure availability of adequate funds.

· Processed Inter bank transfer payments as instructed by the Management.

· Arranged Bank Guarantee Extension / Cancellation letters.

· Prepared various necessary Treasury reports for each month and submitted to Management for approval.

Month-end Closure Assignments / General Ledger 

· Reconciled bank accounts and cleared all necessary Bank GL Clearing A/c as a part of weekly & month-end process.

· Reviewed and recorded month-end accruals (AP) pertaining to the expenses.

· Re-classed all prepaid expenses to the appropriate GL Accounts and posted entries into SAP.

· Reported monthly cash and debt balances to Management for onwards submission to Group Treasury department.

· Prepared Intercompany Reconciliation Accounts, reviewed Intercompany Debtor / Creditor balances from company’s reporting tool and posted necessary journal entries into SAP.

Financial reports 

· Reconciled Debtors balances [employee receivables / loans, deposits, intercompany back charges & advance payments]

· Reconciled and updated necessary changes of Bank Guarantees against the data issued by the Bank.
· Reconciled balance sheet items (Accounts payable with General ledger)

· Prepared projected payments [Cash Forecast] related to the Accounts payable for the following month and forwarded to Management for approval.

· Assisted in month-end preparation file for Management approval.

Audit

· Assisted and provided necessary documentation to Management Accountant / External / Internal Auditors during Interim / Year-end financial audits. 

Vendor master maintenance 

· Reviewed, updated necessary changes on the Vendor master data as approved by the Management.

· Maintained files and documentation thoroughly and accurately, in accordance with company policy and accepted accounting practices.

Al Naboodah Construction Group LLC, Dubai, UAE
[August 2009 – May 2016]

ASSISTANT ACCOUNTANT

· Reviewed and processed Vendor Invoices in ERP through 3-way matching and direct entries using appropriate account code for Stock / Non-stock purchases.
· Reviewed and processed vendor Invoices by verifying through Accrual report for External Plant Hire Invoices and in ERP [JD Edwards].
· Assisted in preparation of month end accrual to process the External Plant Hire Invoices and to report the same to Management for Cost and Revenue Analysis.
· Prepared Invoices (Bills) to Group Companies of expenses related to Fuel and other miscellaneous transactions.
· Arranged necessary supporting documentation and prepare Invoices for submission to Group Companies / Employees / Customers.
· Reconciled Suppliers Statement of Account and GRNV Account.
· Prepared Fuel Invoice reports and requested payments.
· Reconciled, prepared reports and requested for payment for all Invoices from Overseas Vendors.
· Prepared Accounts for Dubai Airport Entry Passes/Airport Driving Permit billing invoices with detailed Statement of Charges both for the Contracts / Subcontractors / Suppliers.
· Prepared Cost Allocation for Courier Invoices.
· Assisted in Month / Year end closing of financial activities.
· Periodically reviewed GRNI account and Reported for variance
· Followed-up with stores and advised regularly to account all deliveries (SRV - Store Receipt Voucher) in JD Edwards and cleared all outstanding issues to reduce GRNV account balance.
· Ensured all Creditors Invoices are properly accounted for, before month end closing.
· Provided documentation for Management / Assisting Auditors related to financial documents of business units.
· Monitored Invoices that are not accounted and reported to GL Accountant for Accrual of the same on month end.
· Co-ordinated with Fixed Assets Accountant regularly and provide documents to transfer / allocate unapplied assets to CAPEX.
· Adhered to the Company policies and procedures in all AP/AR transactions.
· Responded to queries of Vendors, Co-ordinate for collection of payments.
· Coordinated for all Correspondence to Clients, Consultant offices, Tender, Purchase & Commercial Depts. enquiries to various Suppliers / Sub-Contractors.
Communication and Personal Skills:

· Highly organized and Proficient in Working as an Individual and as a Team.
· Competent in grasping all new subject matter swiftly.
· Highly Competitive and can undertake Efficiently & Execute any Ad hoc works.
· Possessing a strong adaptability attitude.
· Having good presentation skills.
Computer & Technical Education 
· Accounting Software:  SAP, JD Edwards, Tally ERP
· Microsoft Word, Microsoft Excel, Microsoft Power Point, Microsoft Office Outlook
· Typewriting English (Junior Grade) from Dept. of Technical Education – February 2009.
· Document Management System – Live link & Laser fiche
Operations Management:

· Conversant with monitoring the overall functioning of processes, identifying improvement areas and implementing adequate measures to maximize accounting standards.
· Skills in setting out quality standards for various operational areas, ensuring a high-quality customer experience while adhering to the SLAs and work processes

Academic Education

2011
M.B.A. [Finance] from Manipal University, Dubai – UAE.

2009
B.Com from Bharathidasan University, Tamil Nadu, India.
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	Nationality
	:
	Indian

	Date of Birth
	:
	7 March 1988

	Languages known
	:
	English, Hindi, Malayalam & Tamil

	Marital Status
	:
	Married

	Driving License
	:
	Valid UAE Driving License

	Visa Status
	:
	Long-term Visit (Tourist) visa 


