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Curriculum Vitae 

Rajiv 
Rajiv.383911@2freemail.com 
	Objective:

	Seeking a challenging position to utilize my skills and abilities in areas of Manufacturing, FMCG, Banking, Insurance, Accounts and Finance, which offers  professional growth while being resourceful, innovative and flexible.


Date of Birth: 29th March '1973.

Qualifications:

· Academic qualification: B.Com from Bombay University in 1994 

· Technical Qualification: Diploma in Computer Operations from Software Academy in March '95. / Typing Speed Certificate  from Govt recognized Institute.
Computer Literacy:

Proficient in Email and Internet Operations, MS Word, MS Excel, TALLY ERP with GST.
Achievements:

· Secured distinction of 80% in Computer Operations Diploma.

· Performed consistently in Productivity and Quality at Bank of America Continuum (I) Pvt Ltd.

· Developed new format as an innovation and initiative for helping Bank of America Continuum (I) Pvt Ltd employees achieve greater productivity with quality.

Work Experience:

Accounts Consultant from July 2017

GST VAT return filing / payroll disbursement/cash and bank book updation/

Bank reconciliation / Trading and Profit and loss a/c preparation

Worked as Accountant in Eurogulf Packaging & Adhesives Fzc in Sharjah SAIF ZONE from April 2015 to  June 2017. It is a subsidiary of AL KHALEEJ GROUP that engages in the production of adhesive tapes.
Job details:

· Sales invoicing, Collections, Export Documentation, Preparing Custom papers , Official correspondence with parties and bank liasoning,

· Preparation of cheques, Bank Reconciliation statements and Cash book responsibilities.

· Releasing cheque to suppliers and update filing of documents.

· Assist and prepare schedules required by External and Internal Auditors.

· Handle all accounts payable functions.

· Direct monitoring and control of petrol & fuel exps, telephone and vehicle repairing expenses.

· Monthly stock verification.

· Responsible for Payroll processing and full and final settlement of employees.

· Making financial reports for sales partywise and product wise for aiding in sales forecasting and fixing prices.

· Making Profit and Loss account and Balance Sheet.

Worked as  Accountant, in Zigma Power Line from October 2010 tol August 2014.
Job details:

· Billing, Collection, and Outstanding statements of parties

· Filing Sales tax and Tds returns.
· As a Cashier, Cash Accounting, Bank Accounting, Bank Reconciliation.

· Internal Audit

· Email and written Correspondence with customers and parties.

· Preparation of Profit & Loss A/C and Balance Sheet.

Senior Process Associate cum Trainer for Bank of America Continuum (I) Pvt Ltd  from September 2005 to September 2010.            

Job details: 

· Worked for FBRM (Foreclosure, Bankruptcy and Real Estate Management) Dept & HRD –WPI Dept. 

· Processing pay off figures to mortgagors i.e. customers who have availed housing loans from CFC USA. The accounting package is AS 400.

· Keeping control of Outstanding payments from Borrowers, as regards, legal fees, property inspection fees, Escrow, Accrued and Uncollected costs. 

· Aiding in recovery of funds from borrowers. Communicating telephonically with US Attorneys, for recovery of debts from borrowers.  

· Training and developing programmes for new joinees in the process.

· Indexing customer replies by identification of their fax documents thereby aiding in recovery of delinquent funds.

Accountant in Ali Shaihani group LLC Oman (Bidayah) from February 2002 till August 2005.
Job details:
· Maintaining Cash accounting,, bank accounts, bank reconciliation

· Age-wise outstanding report for dealers and respective salesman

· Maintaining salesmans performance on daily and monthly basis

· Making monthly Trading and Profit and loss a/c.

Credit Control Assistant in  Zodiac Clothing Co. Ltd from April 1997 to December 2001. 

Job details:

· Generating M.I.S reports on monthly basis covering detailed category-wise sales statements for branches,shops and franchisees. 

· Detailed expenses analysis for 13 branches on monthly basis.

· Stock statement for 13 branches on monthly basis.

· Detailed dealer-wise age-wise outstanding analysis for 13 branches on monthly basis.

· Shop Sales Database with other allied reports.

· Follow-up procedure for controlling overdue outstanding on continuous basis generating skipping analysis for approximately 1200 dealers all over India, enabling the branch to concentrate only on selected group of dealers to rectify outstanding position.

· Audit trail for scrutinizing hold list on weekly basis.

· Authorising appointment of new dealer supported by recommendation of Regional Manager. 

· Debtors outstanding and reconciliations on all India basis.
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