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PRADEESH 
( Email: pradeesh.383143@2freemail.com 

 Bur Dubai
 DUBAI
                
Personal Summary
Post Graduate in finance with three years’ experience in Accountant cum Administrator. A well-maintained professional having ample amount of knowledge in overall operations of the company.
Career Objective
To develop expertise and provide value additions as a finance professional in a dynamic and growth oriented organization and simultaneously enhance my career in tune with the vision of the organization.
Work Experience 
Company Name  :  SOURCES & SOLUTIONS OF ELEVATORS – ABU DHABI
Designation         :  ACCOUNTANT CUM ADMINISTRATOR
Duration              : 10th MAY 2016 to 8th AUGUST 2018    
Job Profile / Key Roles & Responsibilities: 
· To process and oversee the work of financial transactions, accounts payable, accounts receivables, vouchers.

· Working with spread sheets, sales and purchase ledgers and journals.

· Follow up, recording incoming and outgoing payments from customers and suppliers.

· Prepare & distribute Accounts payable cheques and bank transfers. Match invoice with purchase orders.

· Prepare the finance and accounting functions including journals preparation, reporting, budgeting and forecasting.
· Monitoring daily bank position to run the operations, including proper cash flow management.

· Bank Reconciliation – Reconciles bank statements by comparing statements with general ledger.
· Delivers accurate and timely month- end and year- end financial statements.
· Making weekly reports in relation to all financial and credit aspects of the company.

· Keep track of the suppliers open invoices.

· Having strong negotiation skills for Quotation.

· Managing the petty cash box and recording all the expenses.
· VAT preparation works and return filing.
· In charge for shipment booking for import of goods and following up until final destination.
· Renew, update and keep up all employees visa, medical and work contracts on time.

· Preparing employment offer letter and arranging documents required for visa processing.
· Payroll process and distribute. Maintain payroll related reports like annual leave reports, overtime sheets, addition and deduction reports.
· Process final settlement of employees and coordinate with other department for clearance to exit the country.
Company Name :  UAE EXCHANGE CENTER LLC - DUBAI
Designation        :  ASSISTANT CUSTOMER SERVICE
Duration              :  14th MARCH 2015 to 31st OCTOBER 2015    
Job Profile / Key Roles & Responsibilities: 
· Record and report day to day bills payable and receivable of the branch.
· Preparations of monthly branch accounts and review the same.

· Monitor suspicious transactions from the customers.

· Prepare suspicious activity report to AML department.

· Participate in internal audit.

· Forecast the market trend and update the currency stock in the branch.

· Generate transaction based daily report.

· Compare the cash balance with the balance in the system.

· Generate cash report by the end of the day.

· Generating salaries using the WPS systems.

· Managing branch corporate customers.
Academic Qualification
· Master of commerce in Finance (Regular) from Milagres college affiliated to Mangalore University in the year 2014.
· Bachelor of commerce MGM College affiliated to Mangalore University in the Year 2012.
· Secondary from Karnataka State board.
Computer Skills
· Diploma in Computer Application (DCA) including MS Office 

· Peachtree Accounting Software
Extra-Curricular Activities / Achievements & Awards
· Won an award for best performance of the month in UAE Exchange, Dubai.

· Working knowledge of financial accounting and functions of Treasury, NBFCs. & BANKS.

· Participated in the International Symposium on “Corporate Financial Re Engineering” held on 31st January 2013 at Manipal University.

· Participated in the UGC Sponsored 2 Days International Seminar on “Globalisation, Human Rights and Democracy” held at Milagres College Kallianpur on 6th & 7th March 2014
Pass Port Details

· Date of Issue               :    21/07/2014 

· Date of Expiry             :    20/07/2024
· Visa Status                   :    Employment Visa
Personal Details

· Date of Birth


 : 
29TH January 1992
· Gender                       :    Male
· Nationality


      : 
Indian
· Marital Status            :    Single

· Languages Known    :  
English, Hindi, Kannada, Tulu
Declaration


I declare that the above given information is true & correct to the best of my knowledge & belief.
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