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CAREER OBJECTIVE:
A challenging position where proven ability and previous rich experience will be recognized and appreciated.
Knowledge, Skills, Strength….
· Administering all the different section of Organization.

· Ability to work in multi –cultural environment,

· Business (Corporate) Ethics policies, procedures,
· Internal control procedures and implementation.

· Team player, self starter with problem solving abilities,
· Perpetration of staff time sheets by keeping track of all the attendance of employees.

· Administering of the day today activities of the offices.
· Ability to explore and learn new areas, according to the changes and new environment.

· Strongly believe and follow Honesty & Integrity, be part of personal and professional life.
JOB SUMMARY:

1)       M/s. VersaTech Automation Fze                                               3 Years
       As an  Accountant 

2)        M/s. Esma  Industrial Enterprises Fzco                                   3 Years
       As an  Accountant 
      3)         M/s. Amet Trading Co. Dubai UAE 



5 Years

As an Accountant / Administrator 
                



4)        M/s. Al Jaroodi Shipping Est. Dubai UAE


2 Years

     As an Accountant / Sales Coordinator    
5)      M/s. International Insurance Services Co. Ltd. Sharjah           5 Years
    As an Accountant
WORK EXPERIENCE:
Company:                                          Automation Fze
Activity:
Leading (Esma Group) Manufacturing Control      Systems, chemical Injection Systems in Dubai.
 Duration:


01.03.2011 to till date

Working as an:
             Accountant  

· Handling Debtors and Creditors periodically.(Receivable And Payable Accounts)

· Preparing an Ageing analysis for both debtors and creditors.
· Preparing Payments for Creditors, Overseas & other creditors
· Preparing shipping document Duty Paid & Trf of ownership.

· Inter-company reconciliation.

· LGRN/IGRN Local & Overseas suppliers costings.
· Preparing Bank Reconciliation & petty cash.
· Preparing cash flow statement.
· Maintaining All Accounts in ERP-Orion, 
· Assisting Finance Manager – During Audit of A/c 

· Preparing Monthly Salaries as per Timesheets.

             Company:                             Esma Industrial Enterprises Fzco
 Activity:


Leading (Esma Group) Distributer Trader in Dubai

 Duration:


01.10.2007 to 29.02.2011
Working as an:
             Accountant  
 RESPOSIBILITY & ACCOUNTABLITY:

· Preparing daily reports to Finance Manager.
· Handling Debtors and Creditors periodically.(Receivable And Payable Accounts)

· Preparing an Ageing analysis for both debtors and creditors.
· Preparing Payments for Creditors, Overseas & other creditors
· Preparing bank reconciliation, CIL,STL, statements
· Inter-company reconciliation.
· LGRN/IGRN preparation & suppliers Bill registration.

· Checking petty cash, counter cash check of all locations.
· Preparing cash flow statement.
· Maintaining All Accounts in ERP-Orion, 
· Assisting Finance Manager – During Audit of A/c 
· Preparing Monthly Salaries of locations
WORK EXPERIENCE:
1. Company:


Amet Trading Co. Dubai (UAE)

Activity:


Leading Electrical Traders in Dubai

Duration:


18.04.2002 to 18.08.2007
Working as an:
           Accountant / Administrator 
RESPOSIBILITY & ACCOUNTABLITY:
· Preparing daily reports to Finance Manager.
· Handling Debtors and Creditors periodically.(Receivable And Payable Accounts)

· Preparing an Aging analysis for both debtors and creditors.

· Preparing bank reconciliation statements.

· Credit control & Stock Valvation.
· Preparing cash flow statement and following the same.

· Maintaining All Accounts in Tally / Focus6
· Preparing costing statements.

· Monthly trial balance, Profit & Loss Account and Balance Sheet(Monthly Management Report till Finalization)

· Branch administration responsibilities.

2.  Company: 
AL Jaroodi Shipping Est. Dubai.
Activity:   
Clearing & Forwarding
Worked as an:
As an Accountant / Sales Coordinator    
Duration:

 01.10.2000 to 31.03.2002
JOB RESPONSIBLITIES:
·  Preparing bank reconciliation statements
· Preparation of Debit notes/Credit notes & Job Cards
· Analyzing of Sundry Creditors & Sundry Debtors.

· Payments to supplier and  statements to clients and follow up the balances. 

· Coordinating with Operations & sales.
· Coordinating with Auditors during audit of accounts
3. Company:
  
International Insurance Services Co. Sharjah.
Activity:
 All Types of Insurance Policies (Motor, Fire, Marine, Travel, Life)
   Duration:
 
 01.10.1995 to 31.03.2000
   Worked as an: 

Accountant 
JOB RESPONSIBLITIES:
· Preparation of Debtors / Creditors Reconciliation
· Preparing bank reconciliation statements

· Maintaining Trial Balance, Bank A/c, Ledgers.
· Premium collection from Debtors.
· Preparation of salaries for all the company employees.
· Co-ordinating with Auditors during audit of accounts.
ACADEMIC QUALIFICATION:

Bachelor of Commerce (B.Com) from University of Bombay
PERSONAL PROFILE:
Date of Birth:


3rd August 1970
Religious:


Hindu
Nationality:


Indian

Marital Status:  

             Married

Place of issue:


Bombay, India
Driving License:

Valid UAE driving License 

Language fluency: 

English, Hindi, Sindhi
Visa Status:


Valid Employment Visa
If given a chance, I will set good record by hard work and my good long experience and I am ready to shoulder any responsibilities.
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