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CAREER OBJECTIVE

To pursue a growth oriented challenging career in the area of Construction, Shipping & Logistics, Trading,  Health sector & Education as an Accountant (Well versed in Procurement, HR, Admin & Stores also) with overall 18+ years of Experience. 

PROFESSIONAL SYNOPSIS

· Cash Transactions, Well versed in Day-to-Day accounting procedures, Bank Transactions, Reconciliation & Finalization.
· Receivables & Payables

· LC & Other Bank documents transactions.

· Project Cost & Budget analysis.

· Salary transfer through Wages Protection System[WPS]

· Payroll Preparations, Time Keeping & Overtime procedures.

· Leave & Other Benefits.

· Maintenance of Staff Record.

· Staff Welfare.


· Recruitment procedures of Staff & Labors.

· Site Coordination.

· Administration, Transportation and Camp allocation.

· Logistics related documents clearance.

· Able to Managed and well experienced in the entire Purchase & Store Section. 

· Quality assurance of Construction materials.

· Well experienced to Maintaining inward & Dispatch Registers.

· Well Knowledge to maintain Bin Card system.

· Verification of  issues and receiving reports

· Able to Prepare checking Report of Site  materials  is correct used

EMPLOYMENT DETAILS

1)April 2012 to October 2016 worked as Sr. Accountant in Ceekay Shipping Services LLC (Parekh Group).

The key responsibility areas were:-

· Bank Reconciliation (3 banks – AED, USD and EURO A/c)
· Receivables – Includes other country operations.
· Invoice and related cost checking.
· Finalization of Accounts with FM
2) October 2009 to 15th February 2012  worked as Accountant/HR – in - Charge

In Modern Cladding Industry  LLC [Manufacturing of GRC, GRG & GRP]– Dubai UAE

The key responsibility areas were:

· Day-to-Day Accounting transactions.

· Managing all HR activities.

· Provide necessary administration to all of the staff
· Invoice passing & LC Clearance through Bank as per the work certification from Site

· Bank Transactions & Reconciliation.

· Verification of Receivables & Payable A/c

· Additional charges of as Administrative Officer

· Preparation & Verification of Salary transfer through WPS, Leave & Other benefits Of more than 60 staff
2) November 2006 – May 2009 Worked as   Accountant
In ETIC Link Middle East, Dubai, UAE [A multinational company, specialized in Precast & Post tensioning of Concrete elements] for Dubai Metro Rail Project.   

The key responsibility areas were:

· Day-to-Day Accounting transactions.

· Managing all HR activities.

· Responsible for the Payroll Preparations, including Time Keeping & Overtime of more than 300 staff & 250 hiring workers.

· Bank Transactions & Reconciliation
· Coordination with Admin related works.

· Reconciliation of bank and Creditors A/c

· Verification of Receivables & Payable A/c.

· Camp-in-Charge

· Maintaining Employees Records & leave details.

· Verification of Invoices of Manpower and Heavy Vehicle Suppliers. 

3) October 2000 – October 2006 Worked as  Accounts Clerk/Cashier 
Being placed at Universal College of Medical Sciences -Teaching Hospital, Bhairahawa, Nepal
It’s a 750-beded multi – specialty hospital & Medical College established by NRI’s in 1998.  

 The key responsibility areas were:

· Salary preparation. 

· Staff & Patients Welfare.

· Cash Transactions.

· Maintaining student’s ledgers & Timely Collection.

· Journals, Cash payment & Cash Receipt Vouchers Entry 

· Patients Billing, Discharge & Other transactions.

4) 1994 April to 2000 September Worked as Office/Stores – In - Charge
In a leading Pharmaceutical Distribution firm named Viswabharathi distributors located at Palghat, Kerala, India.

The Key responsibility areas were:

· Provided optimum customer service for more than 350 customers and maintained a friendly work atmosphere. 

· Welfare of Staff & Labors.

· Provide necessary administration to all of the staff.

· Dealing Cash & Bank Transactions.

· Register checking of Customers and timely collections.

· Clearing Materials from Transport Services through Bank.

· In-charge of entire store Section.

EDUCATIONAL QUALIFICATIONS

· Bachelor  in Arts Degree  from Calicut University with aggregate of 50%

· 1 year Diploma course completed in Financial Accounting.

TECHNICAL PROFILE

· Diploma in Computer Application 

SKILLS & ABILITIES

· Good Working knowledge in MS Office[Word , Excel ] , & Tally 7.2 ,9 ERP

· Fluent in English, Hindi, Tamil & Malayalam Languages.

· Strong analytical & Problem Solving Skills.

· Willing to work in under pressure environments.

PERSONAL PROFILE

· Native Place


       : 
     Palakkad

· Age & Date of Birth
             :         42 years, 07.05.1975

· Sex



       :         Male

· Marital Status


       : 
     Married

· Nationality


       : 
     Indian

· Visa Status


      :       VISIT VISA (CONVERTABLE)

DECLARATION

I hereby declare that all the information furnished above is correct and true to the best of my knowledge.

Date
:                                                                                                                      Yours truly,

Place
:   Dubai
                                                                                             

                                                                                                                                (NANDAKUMAR )


