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Geetha 
Dubai - UAE


Experienced qualified accountant with a 20 years of work experience in the Roofing and Cladding Materials Manufacturing industry. Highly Skilled in SAP ERP, Sage, Accounting, Receivables, Payables & VAT.

Accountant (AP/AR) –Manufacturing company in Dubai UAE, 2004 – 2020
This company is internationally renowned manufactures of aluminium and steel cladding materials. It has an extensive network of offices located all across the globe. It manufactures an extensive range of aluminum and steel profiled cladding systems for use in a variety of roof, wall and lining applications.
Accounts Payables
· Responsible for Accounts Payable activities like vendor invoice processing and payment
· Responsible for Vendor Master data creation
· Check accuracy of invoices
· Input and code invoices to cost Centre
· Match Invoices with GRN and PO while posting
· Process invoices
· Flag and clarify any unusual or questionable invoice items or prices and resolve invoice discrepancies and issues
· Send FI invoices to Manager for payment approval
· Set invoices up for payment
· Prepare and process electronic transfers and cheque payments
· Preparing payment voucher and allocate payment in SAP
· Schedule pay runs based on standard company payment terms
· Monitor accounts to ensure payments are up to date
· First point of contact with Vendors for chasing payment of invoices
· Verify and process employee expense claims and manage the approval and payment process
· Update and maintain vendor database in a timely manner
· Perform reconciliations including supplier statement
· Support the month end closing process
· Report on Aged Payables plus other ad hoc reporting where applicable
· Provide supporting documentation for audits
· Identify improvements to the accounts payable process
Accounts Receivables
· Responsible for Accounts Receivables activities like customer billing processing
· Maintain up-to-date billing system
· Generate and Dispatch invoices with supporting documents to customer
· Follow up on, collect and allocate payments
· Carry out billing, collection and reporting activities according to specific deadlines
· Perform account reconciliations
· Monitor customer account details for non-payments, delayed payments and other irregularities
· Research and resolve payment discrepancies
· Generate age analysis
· Managing Credit Control System
· Review AR aging to ensure compliance
· Maintain accounts receivable customer files and records
· Follow established procedures for processing receipts, cash etc
· Prepare bank deposits
· Reconciliation of debtor balances with customers & tracking of outstanding
· Investigate and resolve customer queries
· Develop a recovery system and initiate collection efforts
· Communicate with customers via phone, email, mail or personally
· Assist with month-end closing
· Responsible for overseas and inter co. sales Invoice generation process
· Responsible for Vendor, Customer Debtors & Creditors Note's processing
· Responsible for Reconciliation of party advance & liabilities
· Involved in project reconciliations
· Responsible for preparation of MIS statements, order intake and order bank weekly monthly reports
· Providing documents for VAT reporting (payables and receivables).
General Accountant – Farida Trading Co LLC Dubai UAE, 1999 – 2003
· Maintaining Bank Accounts.
· Reconciliation of Bank Accounts.
· Maintaining Accounts Receivables and Payables.
· Control of Cash flows
· Debtors follow up.
· Preparation of Salary Accounts.
· Petty cash handling.
· Pre-audit of local & foreign supplier invoices before input and effecting payments
· Purchase bill posting
· Preparation of sales invoice
· Costing
· Supplier’s and debtor’s ageing analysis
· Processing expenses
· Maintaining Inventory system
· Petty Cash
ACADEMIC CREDENTIALS

Bachelor of Commerce (B. Com) – Calicut University, India
MBA (Finance & Marketing Management) – National Institute of Business Management, India Completed VAT Training Certification – Kingspan Group
Received SAP Training – Kingspan Group
PROFESSIONAL SKILLS

· SAP ERP
· Sage ERP
· MS Office (Excel, PowerPoint & Word)
· Internet Savvy and Email
PERSONAL DOSSIER

Nationality

: Indian
Date of Birth

: 01st May 1974

Visa Status

: Employment Visa (Cancelled)

Marital Status

: Married
Languages Known
: English, Hindi & Malayalam

Driving License
: Holder of Valid UAE Driving License
Personal contact
:  geetha-398882@2freemail.com   
Whatsapp No
     
: +971504973598

Reference

: Mr. Anup P Bhatia, HR Consultant
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