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OBJECTIVE: 
To pursue a challenging and growth-oriented career in an organization that offers an opportunity to learn and grow by delivering results and aim to contribute towards organizational success by utilizing my experience, skills and knowledge to achieve solid results for the company.


PROFESSIONAL EXPERIENCE - SUMMARY
	Designation
	Department
	
	Tenure (Years)

	Senior Accounts
	Accounting and finance
	
	April 2013 to Present 

	Accounts receivable 
	Retail and wholesale department
	
	Jan 2009 to March 2013.

	AR Associate
	Healthcare Industries.
	
	Jan 2007 to Dec 2008.



EDUCATION AND MEMBERSHIP OF PROFESSIONAL BODIES:

	Particulars
	Institutions
	Year
	Achievements/ Status

	Bachelor of Commerce - (B.com)
	University of Mumbai, India
	2009
	Secured 1st Class.  

	Higher Secondary Certificate(H.S.C)
	St Jon The Baptist High School & Junior College. 
	2006
	Secured 1st Class.

	S.S.C
	St Jon The Baptist High School.
	2004
	Secured 1st Class.


PROFESSIONAL EXPERIENCE:

· Senior Accounts Receivable
 (Apr 2013 to Present)

United Arab Emirates

My role and responsibilities include: 

· Maintain accounting work in Beams Software

· Providing timely financial advice to the Board of directors and Finance Manager of the company by analyzing the current financial situation of the company.

· Liaison with senior staff and evaluate plans, coordinates, and conducted reviews of existing systems and application for appropriate security, management, and data integrity.

· Supporting external auditors by coordinating information requirements.

· Managing Company financial Surplus by investing in lucrative profit-making activities and financing working capital requirements by low interest-bearing loans through negotiation with banks. 

· Organizing weekly check run of the debt recovery system and initiating timely customer collections.

· Total past due invoices weekly and report to supervisor

· Enter customer payments into system on a daily basis.

· Track all money received and prepare cheque and cash deposit voucher.

· Analyze accounts to discover discrepancies and resolve all variances promptly.

· Collection Management by examining customer payment plans, payment history, and credit line.

· Meeting deadlines in billings, collections and maintaining accounts receivable and payable records.

· Initiate collections proceedings against accounts past due more than 1 month

· Processing the payments of supplier, printing cheques and informing to supplier for payment collection.

· Recording tax related transactions (VAT) and filling TAX returns on quarterly/monthly basis.

· Preparation of monthly, quarterly, and yearly financial reports such as Cash flow statement, Debtors and Payable Aging, Monthly Budgets and Expense sheets.

· Building and maintaining relationships with all the departments of the company such as sales, purchase, production, human resources and legal.

· Protecting organization's reputation by keeping information confidential.

·  Sales executive
 (Jan 2009 to march 2013)
    My role and responsibilities were:                                      
· Responsible for daily sales and service.

· Ensure high levels of customer satisfaction through excellent customer service.

· Greets every customer in a timely, friendly and courteous manner.

· Accurately prices and displays merchandise.
· Maintain and keeps a well-stocked sales floor.

· Assess customer needs and provide assistance and information on products and services.

· Senior AR Associates  (Jan 2007 to Dec 2008)
My role and responsibilities were:                                      

· To prepare excel reports for daily production & forward it to the team member.

· To analyse the account provided by team work & as per that prepare claim status.

· Accessing various provider clinic website links available in system for getting the status of bill.

· To paste the claim status in the client software after the works gets audited by the auditor.

PROFESSIONAL DEVELOPMENT CERTIFICATIONS & TR  AININGS:

	Particulars
	Institutions
	Date

	State Certificate in Information Technology
	Maharashtra state board of technical education-Mumbai.
	June 2006- Sep 2006.


FINANCE AND OTHER SOFTWARE SKILLS:

	Beams (Accounting Software)
	MS Office (Word, Excel, PowerPoint)
	Advance Excel.

	Microsoft Outlook
	Tally ERP.


PERSONAL TRAITS:

Ability to learn Things Fast

Takes Responsibility, Creative

Self-Confident with positive mind set

LANGUAGES KNOWN:

English, Hindi, Gujarati. 

PERSONAL INFORMATION:

Sex                                     :  MALE 

Date of Birth                     : 27th OCT 1987

Nationality                        : Indian
Religion                             : Islam
Marital Status                   : Married

Legal status                       : Employment visa
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