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SUNNY 
Sunny.383731@2freemail.com 
	OBJECTIVE


It is my desire to have a long lasting and trustful relationship with professionally managed firm which will widen my horizon as a professional, enrich my learning, experience and provide me with an environment which will tap my talents and ability to their full potential in order to have a bright future and outstanding career. Seeking a suitable post where extensive experience will be further developed and utilized.
	STRENGTH


· Having more than 10 years of GCC Experience in Warehouse and Accounting.
· Holding Valid UAE Driving License
· Strong knowledge in OIL-FIELD supply materials.
· Fair knowledge in SAP application
	 Employment History:


Company Name 
: PACT ENGINEERING FZE, ZAIF ZONE SHARJAH
Position 

: Inventory Accountant/Warehouse Supervisor
Duration 

: 11/08/2014 to 20/09/2018
Duties & Responsibilities:
· Monitoring the material acceptance in the warehouse as per the SOP.

· To monitor the material issuance for the projects as per approved FMR.

· Ensure the stock availability in the warehouse according to the ongoing projects.
· Assist in establishing and implementing inventory policies and procedures.

· Perform weekly and monthly physical stock checks in the factory and highlight variances/discrepancies to the management.

· Assisting in the performance of quarterly stock count and assisting external auditors in their quarterly audit as well.
· Prepare and distribute inventory levels and consumption reports to all the relevant departments.

· Responsible for communicating with all department managers and procurement department on inventory levels and locations.

· Coordinate and resolve any discrepancies between purchase orders, invoices and actual materials received with procurement team, accounts payable and supplies.

· Responsible for posting the purchases/supplier invoices in the accounting system real time when the materials are received in the warehouse. Coordinate with the Accounts payable when posting the purchases to the ledger.

· Maintain accurate repots on list of inventory available in the warehouse.

· Reconcile inventory accounts to the general ledger.

· Coordinate with warehouse team to implement and ensure control system to reduce damage, breakage and inventory obsolescence.

Company Name 
: SPINNEYS DUBAI LLC

Position 

: Admin Clerk / Accounts Assistant
Duration 

: 19/04/2011 to 30/07/2014.

Duties & Responsibilities:
· Handle records, wages, stock etc to ensure the smooth operations of the admin department.
· Prepare daily sales reports and forward the same to the concerned person.
· Add to stock of all new arrival items to the store on daily basis.

· Prepare internal department reports.

· Printing and distributing e-mails to the concerned department and replying to e-mails.
· The timesheet, with the details of overtime, sick leave, absentees, vacation leave are prepared on a monthly basis and forward to the Central Finance for payment.
· Forward HR related forms and applications from the staff to the concerned department.

· Maintain staff health cards and inform HR about expires and renewals.

· Provide daily/weekly/monthly reports to concerned Department.

· Clear Goods Receiving Note (GRN) on a daily basis.
· Receive the goods in the absence of receiver.
· Approaching customers with GTS (Greet, Thanks and Smile)
· Response to the customers queries with positive and active manner.
· To do department daily order sheet, branch transfer in/out, wastage, inter departmental transfer, local purchase order and provide support services to the Administrator.

· Do Daily safe check and make sure the accuracy.
Company Name 
: HADI AL HAMROOR CONT. EST, DAMMAM, KSA.
Position 

: Accountant.

Duration 

: 09/08/2008 to 19/11/2010
Duties & Responsibilities:
· Bank Reconciliation
· Preparation of Monthly Financial Statements- Receivables and Payables Report, Trial Balance and Income Statement.

· Prepare Bill Ageing and stock ageing report

· Budget Preparation quarterly

· Monthly wise comparison of utility expenses for one year

· Entering accounting data in Tally and issuing invoices

· Maintaining files

· Prepare and maintain pre-authorize payments monthly or as required.
· Providing the materials required to the Branch Office in co-ordination with the Head Office

· Salary preparation for the staff.
· Reconciliation of manual stock register with system stock

· Maintain stock register in Tally

· Dealing cash and bank transactions

· Checking of tools and company assets quarterly

· Do necessary towards collection of pending bills

· Collecting suggestions from employees in every month and rewarding the best one

· Maintain Branch Accounts

· Muster Roll Maintenance

· Keeping of necessary files in relation with administration

· Reporting of various suggestions from customers to management

· Fund arrangement from banks and creditors at required time

· Follow up, collection and allocation of payments

· Payroll preparations and keeping in Employees files.

Company Name 
: DIVINE RETREAT CENTRE, CHALAKUDY
Position 

: Cashier
Duration 

: 01/01/2008 to 31/07/2008

Duties & Responsibilities:
· Prepare all vouchers relating to cash transactions.
· Record all transactions in the day book.
· To make sure the cash balance in the cash book with the same in the drawer after closing the day book every day.
· Prepare the bills for the parties and issue the payments accordingly.
Company Name 
: SUKUMARA MENON, VENUGOPALAN & SATHI

                                  CHARTED ACCOUNTANTS, THRISSUR.  

Position

: Accountant
Duration 

: 06/07/2006 to 02/08/2007
Duties & Responsibilities:
· Auditing & Taxation work of Companies, Firms & Individuals.
· Preparation of all financial statements such as Income & Profit & Loss Account and Balance Sheet.
·  Verify the company’s ledger book against original bills and vouchers.
· Check the cash book of companies with original vouchers.
· Check all transactions in the day book
	 Credentials:


	B.Com

(Tax & co-operation)
	St. Teresa’s College(under CMI congregation), Mala; Calicut University  
	2006

	Plus Two
	St. Antony’s Higher Secondary School, Kerala State
	2003

	SSLC
	S.N.V.H.S Higher Secondary School, Kerala State
	2001


	 Skills:


· Knowledge in SAP (System Analysis and Program Development) at retail level.
· Diploma in Computer Application

· Tally,FOCUS – Accounting Package.

· MS- Office, Internet & E-mail
	 Personal Information:


Date of Birth
:
12th February 1986

Martial Status
:
Single

Nationality
:
Indian

Languages Known
:
English, Hindi & Malayalam

Strength
:
Dedication towards Work

Reference:
Reference will be provided upon request

I hereby declare that the above information are true to the best of my knowledge and 

Confirm. I will do my best for the success of the organization. 
 









Sunny 
