Jayanand.40599@2freemail.com 

A senior professional with 20+ years of experience in Finance, Administration, Accounts, Office Management, Client Servicing and Logistics Coordination, looking for a challenging top-level assignment. Sterling track-record in turnaround and strategizing business operations. Well focused & confident to advise and execute on any strategic objective in the area of accounting and financial management. Well-honed presentation, negotiation and communication skills, coupled with keen abilities in planning, goal setting, strategy implementation and follow-up
	Key Skills


· Accounting and Financial Management, Financial Reporting, Financial Analysis, Audit
· Cash Flow, Budgeting, Cost Control, Financial Statements, Budgeting & MIS, Report Generation
· Administration, Office Management, Client Servicing, Logistics, HR Functions
· Coordination Communication & Interpersonal Networking, Team Building, Group Dynamics
· MS-Office Packages, Accounting Packages, Basic Programming Skills
	Professional Experience


Manager - Finance and Administration at Al Bawabah Al Thahbiah General Trading LLC
Sharjah, United Arab Emirates





 


Mar 2009 - Present
Highlight: 

Overseeing Finance, Accounts and operations of 3 group companies, primarily pharmaceutical and also in other industrial sectors. 

Responsibilities: 

Accounting & Finance Management 

• Managing the accounting & finance, operational functions of the company and processes that comply with guidelines of the Corporate Accounting Manual and ensuring consistency with the company's approach to financial administration. 

• Consolidating and preparing various reports, reconciliation statement, for evaluating differences in accounting. 

• Implementing systems, procedures & manuals for preparation & maintenance of statutory books of accounts and financial statements, ensuring compliance with time & accuracy norms. 

• Ensuring efficiency of operations through effective control and introduction of cost saving practices, stressing on improving efficiency and cost effectiveness. 

• Monitoring maintenance of statutory books of accounts & financial statement for quarterly & annually held audits. 

Administration 

• Coordinating with the management and the staff, looking after the requirements of each department and keeping a close watch on all the duties being performed by each department. 

• Managing corporate communications, client support functions and all the licences and other renewals for the company and its vehicles. 

• Managing the warehouse operations, keeping a watch on all the office supplies and replenishing the stock with new things as they run out. 

• Developing a daily report and budgets of each department. 

• Managing the HR functions and work related to labour & immigration ministries including WPS 

• Delegating responsibilities and implementing filing systems and giving suggestions to the management on the overall functioning.
Manager - Finance and Administration at Overseas Cans and Containers Ltd.
Sharjah, United Arab Emirates





 


Oct 2007 - Feb 2009
Responsibilities: 

Financial Accounting, Planning and Reporting 

•
Managed the Accounts & Administration functions of the company reported directly to the Managing Director. 

•
Ensured efficient financial monitoring and reporting - included monitoring of expenses and revenues, reviewing and upgrading existing procedures, ensuring production of appropriate financial reports for internal and external clients. 

•
Assisted in documentation and monitoring of internal controls, and fiscal procedures, apprised financial reports and coherence between financial objectives and strategic goals. 

•
Maintained healthy relationship with the clients and ensured effective control over receivables. 

•
Identified cost savings opportunities, prepared cost/ benefit analyses and recommendations to senior management, and tracked costs and benefits of recommendations that were implemented. 

•
Managed the sales performance and set sales targets. 

•
Ensured that all revenue and expenses were properly accounted for and analysed discrepancies and resolved queries pertaining to the reports prepared. 

Strategic Management 

•
Assisted in establishing corporate goals, short term and long term budgets and developed business plans for the achievement of goals. 

•
Tracked and complied with all governing laws, rules, regulations, policies, and mandates relating to financial and human resources matters. 

Administration 

•
Managed the procurement and inventory of office supplies and equipment and implemented property control instructions, practices, and policies. 

•
Prepared letters, email, memorandum, replies and other written documents or communications for senior managers' review relating to all assigned duties and that complied with all internal policies and procedures. 

People Management 

•
Guided subordinates to achieve optimal productivity, quality, consistency, timeliness, accuracy, and prioritization of assignments.
Executive Officer at B’Canti Homes Pvt. Ltd.
India





 





Apr 2005 - Mar 2007
Highlights: 

• Oversaw finance and Operations of 2 other group companies also, one in IT and the other in hospitality. 

•
Instrumental in defining the roles of each individual in the organization and inculcating a professional attitude to work in them through introduction of a professional approach to work. 

•
Instrumental in achieving increased efficiency of operations by implementing the costing methodology to the operations. 

•
Streamlined the accounting operations by implementing budgets and estimates. The credit terms were reassigned to the company’s advantage. 

•
Successfully introduced a proper way of Finance Management with a view to minimize cost while not hampering working capital requirements. Made arrangements with banks and other financial institutions for the short term funding. 

•
Implemented a proper method of MIS with the scheduling of periodic meetings at various levels and also the preparation of various reports. 

•
Encouraged the flow of information between departments. Streamlined the procurement process by implementing a system of documentation and the requisite approvals. 

Responsibilities: 

Operations Management 

•
Managed the overall functions of the company i.e, Accounts, Administration, Sales, Marketing and Personnel functions and reported directly to the MD 

•
Managed the Engineering function as a reporting head in conjunction with the Construction Manager. 

•
Led and managed the hospitality, administrative, human resources, information technology and compliance functions and activities and oversaw outside legal counsel. 

•
Maintained the MIS flows and updated the MD on the same. 

•
Acted as the principal public relations officer of the company and represented them with major customers, government entities, the financial community, and the public. 

•
Designed and implemented a monthly newsletter about the work progress aimed at updating the customers.

Strategic Management 

•
Ensured the organization’s compliance with all legal regulations and insurance and licensing requirements. 

•
Partnered with key colleagues to ensure strategic priorities are well defined and translated into executable and measurable business and action plans. 

•
Developed, established and oversaw implementation of standard operating policies, procedures, and guidelines that represented and supported the organization’s objectives and culture. 

People Management 

•
Periodically reviewed and checked the performance of the Team and recommend remedial action and improvements. 

•
Identified the personnel requirement and filled in the requirements through designing of advertisements, short listing and interviewing of candidates. 

•
Interfaced between the clients and the Engineering Departments with a view to aid the easy comprehension of each other. 

Previous Assignments: 

•
6 months, Office Manager, Glocom FZE. Ltd, Dubai, UAE 

•
2 years 5 months, Accountant, RMG David Communications Pvt. Ltd. 

•
1 year 1 month, Accountant, Britek India (Unit of Sumugha Technologies Pvt. Ltd.) 

•
3 years 2 months, Commercial Executive, Lowe Lintas & Partners

	Education


Master's degree, Production and Operations Management 






May 2013
CMJ University; Shillong, India










Master's degree, Finance and Marketing 








Dec 2005
Symbiosis Centre for Distance Learning; Pune, India







Certification / diploma, Personnel Management and Industrial Relations 




Apr 1998
All India Institute of Management Studies; Chennai, India







Bachelor's degree / higher diploma, Accounting







Apr 1994
Kerala University; Thiruvananthapuram, India








Certification / diploma, Computer Applications







Jul 1992
Computer Career Link; Thiruvananthapuram, India








Certifications: 

•'Windows for Executives', Pragathi Computer Training, Thiruvananthapuram, Nov 1996
	Personal Information


Birth date: 27 May 1974 
Nationality: Indian
Driving License Issued From: India; United Arab Emirates
Languages: English, Hindi, Kannada, Tamil & Malayalam
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