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RESUME                                                                                                 
Sachin








C/o-Mobile: +971504973598
Email:  sachin.378865@2freemail.com 

On Employment visa can join Immediately
Offering around 8 Years of experience in the field of Finance & Accounts; pine for a challenging career which would give me an opportunity archive professional excellence and contribute significant to the success of the organization. To inspire and motivate the team to put in best efforts and ensure that team efforts are in synchronization with objective of the organization
BRIEF OVERVIEW

· MBA post Graduation in Finance & HR from Maharashtra University.
· Hands-on experience on SAP FICO, Oracle, TALLY ERP9, Easy HR, Expedian.
· Excellent knowledge of MS-( Vlookup, Pivot Table , Charts etc ) 

· Strong communication, presentation and interpersonal skills.
· Dedicated and hardworking for completing tasks on time and keen aptitude for learning.
· Effectively and successfully maintained and finalized accounts and managed internal & external audits independently.
· Around 5 yrs of strong experience in managing books of accounts in India.
· Around 2yrs working as Accounts Executive at Vinscon Constructions LLC, Dubai, UAE.
· Working as Accounts Payables Executive in Emirates hospital group Dubai,UAE.
PROFESSIONAL EXPERIENCE
Emirates Hospital Group                                                           1st  Jan 15 to 15 Dec 17
Accounts Executive

· Part of the accounts payables team looking of the suppliers, project ,marketing,Utilities,Petty cash payment of the Group and Entity.

· Preparing cheque & mail Tracker as on daily basis. 

· Corporate credit card reimbursement expenses & expenses reimbursement.

· Fund request on month basis to treasury team.

· Follow up for the invoices,GRN & LPO from purchase & Marketing department.

· Processing full & final settlement of employees on request basis from payroll.

· Preparing commission cheques against the documents submitted

Vinscon Constructions LLC
Accounts Executive                                                                     1st Jan 14 -Dec 2015
Accounts Payable & Receivable

· Checking, verifying and processing supplier invoices as per LPO and posting the same in the system under budgeted cost center.
· Prepare creditors payments schedules on a monthly basis to maintain proper cash flow.
· Prepare and process electronic transfers and payments after Final approval and entering same in the ERP.
· Ensure suppliers accounts reconciliation is done on a monthly designed time schedules.
· Reconcile all Bank accounts, COH & credit card on daily basis to prevent any fraud or inaccuracies.

· Prepare cost center wise consolidated budget variance analysis report for Expenses on monthly basis for Management review.

· Liaising with Banks for complete Banking transactions.

· Preparing & maintaining staff (permanent/temporary) salary on monthly basis (Salary, OT, Leave Pay, Gratuity, Advance Payment, other deductions etc.) for Manager Approval.

· Processing salary of Staff through wps and labors through c3 card payments.

· Recording all payroll related entries after final approval.

· Preparing the expense vouchers & petty Cash Statements for each construction site for Manager Approval.

· Recording Accrual entries for expenses for the month end closing.

· Preparing site wise expenses details submit the same for Manager review.

· Preparing suppliers "Aging report” and Payment cash flow statement on weekly basis Manager Review.  

· Review and update all suppliers’ contracts, credit application forms etc.

· Reconciliation of all Suppliers Accounts and get the confirmation of balance quarterly, half yearly and Year end.

· Maintain site wise Fixed Assets Register (additions, retirements and transfers) and monthly depreciation calculation for the same. 

· Preparing Sales Debit & Credit notes and Journals for month end closing.

· Assist in external auditing activities by providing necessary information and preparing requested documentations.
· Working on Medical Insurance ( Staff & Workers) ,CAR policy(Projects),WCP & Vehicle Insurance(Co. Vehicles).

· Knowledge on VAT Accounting.
Mfar Constructions Pvt ltd

Accountant                                                                                                               Jun.2010-Dec 13
Accounts Payable & Receivable
· Checking, verifying and processing supplier invoices as per LPO and posting the same in the system under budgeted cost center.
· Prepare creditors payments schedules on a monthly basis to maintain proper cash flow
· Prepare and process electronic transfers and payments after Final approval and entering same in the ERP.
· Ensure suppliers accounts reconciliation is done on a monthly designed time schedules.
· Reconcile all Bank accounts, COH & credit card on daily basis to prevent any fraud or inaccuracies.

· Prepare cost centre wise consolidated budget variance analysis report for Expenses on monthly basis for Management review.

· Liaising with Banks for complete Banking transactions.

· Preparing & maintaining staff (permanent/temporary) salary on monthly basis (Salary, OT, Leave Pay, Gratuity, Advance Payment, other deductions etc.) for Manager Approval.

· Recording all payroll related entries after final approval.

· Preparing the expense vouchers & Imprest Cash Statements for each construction site for Manager Approval.

· Recording Accrual entries for expenses for the month end closing.

· Follow up with HO for release of payment for sub contractors and suppliers.

· Preparing site wise expenses details submit the same for Manager review.
· Preparing suppliers "Aging report” and Payment cash flow statement on weekly basis Manager Review.  

· Review and update all suppliers’ contracts, credit application forms etc.

· Reconciliation of all Suppliers Accounts and get the confirmation of balance quarterly, half yearly and Year end.

· Maintain site wise Fixed Assets Register (additions, retirements and transfers) 

· Preparing Sales Debit & Credit notes and Journals for month end closing.

· Assist in external auditing activities by providing necessary information and preparing requested documentations.
EDUCATION

Bachelor of Business Management from Mangalore University, Mangalore, India
Master of Business Administration in Maharashtra University
COMPUTER KNOWLEDGE


· Proficient with the use of MS Excel & Advanced Excel (Vlookup, Pivot Tables & Graphs and other formulas etc.) 

· Diploma in E finance in MICE.

· Hands-on experience on (Tally ERP 9,Easy HR, Busy14, Peachtree, Dac easy & Payroll 95 accounting software).
· Post Graduation in Computer Application(PGDCA)
PERSONAL DETAILS


Date of Birth                             : 21 ST Oct 1989.

Linguistic Abilities                      : English, Hindi and Kannada.

Gender                                    : Male


Marital Status                           : Single

 (SACHIN)
Page 1 of 1

