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R E S U M E                      
          Arun 
Arun-387442@2freemail.com 
OBJECTIVE

In a demanding and swiftly changing society, I look forward to an increasing and stretching role to focus my energies, develop my abilities towards the organization’s success and hence building firm foundations for personal and professional success
______________________________________________________________________

ACADEMIC BACKGROUND

	
	Master of commerce   – Passed with First Class in 2004 March from Mahatma Gandhi University, India.

Bachelor of Commerce -  Passed with First Class in 2001 March from Mahatma Gandhi University, India      
ICWAI (INTER)               -  Completed in 2002 (One more Group to get)


____________________________________________________________________

COMPUTER PROFICIENCY
· Proficient in using MS Office Applications (Word, Excel, Outlook)

· Resourceful in browsing through the Internet.
· Knowledge in Tally, ERP , Oracle, FIESTA
· One year Post Graduation Diploma in Computer Application
_____________________________________________________________________

DURATION & NATURE OF EXPERIENCE IN DETAIL

Total 13+ years of experience, which includes:
1. From September 2015 – January 2019 working as an Finance Controller in Ajman,, UAE.

· To lead finance & accounting teams to develop/maintain finance and accounting goals and assuring proper maintenance of accounting records.

· Vat Registration, Preparation of Monthly VAT Compliance statements, Online Vat return Filing
· Fund Management of 6 Companies in the Group and manage relationships with the banking community for the negotiation of competitive rates for company and ensure company maintains within agreed credit limits and bank facilities
· To ensure final and interim external audits are carried out in compliance with agreed audit plans of 4 companies in UAE , One company in Oman &  One Company in Canada and prepare company reply to the auditor’s management letters
· To develop and propose financial policies and procedures and update them according to business need to maintain an internally controlled workflow
· Monitoring preparation of LOI’s, LPO’s, LC’s , Commercial Invoices, Credit Control and collection/receivables management, collection management and receivables accounting & reporting
· Coordinate on daily basis with Business Manager for reviewing sales activities planning and strategies.
· Review of monthly sales MIS report.
· Analysis of physical v/s book stock, non-moving stock and report to the process owner/management.
· Administering Payroll and maintaining employee records.
1. From July 2011 – August 2015 worked as an Senior Accountant in Fujairah, UAE.
Main Duties & Responsibilities.

· Preparation of Monthly Management Report (MIS) in a timely manner.
· Preparation & Finalization of Monthly and Annual Trial Balance, P/L A/c. and Balance Sheet. 
· Analysis of Variation in budgeted V/s actual profit and preparation of segment wise Profitability Statement.

· Analysis of working capital requirement like cash flow, forecasting and coordination with bank for facilities.

· Managing daily cash flows and implement agreed strategies.
· Coordinate on daily basis with Business Manager for reviewing sales activities planning and strategies.
· Review of monthly sales MIS report.
· Analysis of physical v/s book stock, non-moving stock and report to the process owner/management.
· Administering Payroll and maintaining employee records.
· Developing and implementing policies on issues such as working conditions, performance management. disciplinary procedures and absence management.
· Record and checking attendance register and involving day to day activities
· Forecasting likely levels of demand of product to meet the business needs and keeping a constant check on stock levels to maximize business efficiency.
· Liaising between suppliers, manufacturers, internal departments and customers.
· Developing on organization’s purchasing strategy & training and supervising the work of other members of staff.
· Assisting the PRO to collect all appropriate documentation necessary for visa and permits required to be processed.
· Assist in general enquiries concerning labor and immigration matters.
 1. From April 2010 – May 2011 worked as an Accountant in M/s. Taleb Trading Co., LLC, P.O.Box: 8055, Doha, Qatar.
Main Duties & Responsibilities.

· Day to day accounting, Bank entries & Reconciliation, cash book management, billing, maintenance of all statutory registers & other accounting standard compliances.
· Preparation of Leave & Final settlement of employees such as leave salary, gratuity etc.
· Assist in Procurement operations from China, Malaysia and other GCC countries.

· Arrange Payments through Telex Transfer and opening Letter of Credit with bank.

· Follow up of all the details related with shipment of the consignment.

· Preparation of Delivery Orders and follow up of the material delivery from port to the site/store.

· Preparation of Invoice to consignee as per the price quoted by the management.
· Managing invoices, receivables of customers and debtots reconciliations
· Credit monitoring and controlling. Preparing depreciation, provision and schedules.

  2. From April 2007 – December 2009 worked as an Assistant Manager [Accounts] in Prabhat Marketing Pvt. Ltd., Ground Floor, Nirmal Towers, Angamaly, Ernakulum, Kerala, India.
Main Duties & Responsibilities.
· Maintenance of Books of Accounts.

· Maintain, reconcile and keep a proper bank records across the Company.
· Preparation of month end Financial Reports.

· Prepare or co-ordinate the preparation of financial statements, summaries, and other cost-benefit analyses and financial management reports 

· Ledger Expenses Analysis and post month end closing Journal Entries.

· Analysis of Tax Accounts and the preparation of related tax remittances.

· Evaluate financial reporting systems, accounting procedures and investment activities and make recommendations for changes to procedures, operating systems, budgets and other financial control functions to senior manager.

· Payroll preparation, Verify TA Bills and distribution process.
· Review and control the commission reconciliation and follow up. 
3. From  November 2004 – March 2007 worked as an Accountant  in K.J.M Resorts India Pvt. Ltd., XL/1/1617, Rock Hill Building, Banerji Road, Cochin – 18, Ernakulum, Kerala, India
Main Duties & Responsibilities
· Day to Day Accounting, Bank Entries & Reconciliation, Cash Book Management, Billing, Maintenance of all Statutory Registers & other Accounting Standard Compliances.

Character 

· Dedicated, self motivated, organized, ambitious, hard working

· Flexible and energetic team worker

· Able to analyze situations and handle assignment under pressure. 
· Ability to work in a fast paced environment with highly pressured individuals.

· Act as information resources and provide to the department / individual when necessary. 

· Being fully conversant with all the activities of the company/department.
· Excellent organizational, interpersonal and leadership skill
PERSONAL PROFILE

                Age & Date of Birth
:
39, 5th Dec 1979
                Nationality
:
Indian

                Marital Status
:
Married
              
  Languages Known
:
English, Malayalam and Hindi 

                 Visa Status
: 
Visiting Visa
Declaration

I hereby declare that the above mentioned details are true and correct to the best of my knowledge

Place:
Date:                                                                                                               Mr. Arun [image: image1][image: image2]
