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	Accounts & Finance Professional



	
	EXECUTIVE PROFILE

	6+ years Gulf-experienced
Expertise in Accounts & Finance

MIS Reporting & Forecasting

Strict Compliance to Set Policies

Strong Numerical & Analytical Skills

Proficient in Accounting Software

Fastidious with Keen Eye for Details
Commitment to Service Excellence
	Gulf experienced professional equipped with 8+ years of proven work experience within diversified industries. Good track record in accounting, AP/AR, accounts finalization, MIS & financial reporting, business finance management, risk analysis, forecasting, budgeting, cash flow management, auditing, bank transactions, reconciliation, client relation and customer service. Displayed competency in overseeing accounts, document controlling, providing administrative support, handling multiple tasks, fulfilling organizational objectives and dealing with multicultural clientele. Committed, honest and flexible team leader with excellent problem solving, decision making, analytical, planning, coordination, communication, administration and time management skills. Adept in customized Accounting Software: Tally, APC-2000, Kaswin, Focus plus MS Office Applications.


	
	EDUCATION & CERTIFICATION

	
	

	2003
	Bachelor of Commerce
Mumbai University, India


	2003
	Certificate in Computer (Hardware & Software Basic Applications)

Indira Gandhi University, India



	
	Computer Awareness Program



	
	EXPERIENCE SNAPSHOT

	
	

	Mar 2011 - Present
	Accounts Executive, Gases Group 



	Jan 2006 – Feb 2011
	Accounts Receivable, Choithram & Sons, UAE



	Mar 2004 – Dec 2005
	Accounts Assistant, Deccan Cans & Printers Pvt., Ltd., India



	
	CAREER ACHIEVEMENTS

	
	

	
	· Contributed to present and previous companies in safeguarding finances by preparing accurate financial and accounting reports, ensuring reliability, worthiness moreover conformance with set policy and standards.

· Performed consistently with indefinable enthusiasm, commitment and dedication towards accounting works which contributed to attainment of organizational goals.

· Gained comprehensive knowledge in understanding the entire flow of business, documentation needs and following accounting and reporting.


	
	AREAS OF EXPERTISE

	
	· Deal with all general accounting and financial activities. Well rounded experience in controlling all financial accounting activities of business including timely preparation and submission of financial reports.

· Handle complete books of accounts independently up to completion with zero error tolerance including books of transaction, cash, stock, production, etc.  
· Review accounting records and other financial reports to assess accuracy, completeness and conformance with company policies. 
· Manage AP/AR; preparation of financial statements and MIS reports, budgets, cash flows, forecasts, Balance Sheet and monthly closing of all ledgers. 
· Check and monitor sales, purchases and stock records. 
· Review financial records like income statements and documentation of costs to determine forms needed to prepare tax returns. 

· Enforce strict control on financial records to ensure adherence with international accounting standards. Uphold awareness of applicable laws and regulations to maintain up to date compliance.

· Set up and maintain relationship with bank authorities and auditors, ensuring compliance with all regulatory bodies. 
· Liaise with clients, suppliers and all third parties dealing with the company.


	


	
	PROVEN JOB ROLE

	
	

	
	Accounts Executive – Global Gases Group FZO

· Handling cash flow, bank reconciliations, A/R, MIS report, payment follow up and inspecting sales invoices. 

· Working with WAWF for DLA; responsible in issuing invoice and tracking of payments through WAWF (DLA). 
· Preparing A/P to local suppliers and performing various bank related works such as L/C, online transfer and tracking of supplier payments.

· Facilitating reconciliation of vendor and customer accounts as well as managing preparation of various reports as required by the management. 
Accounting Functions 
· Prepare, examine or analyze accounting records, financial statements, or other financial reports to assess accuracy, completeness and conformance to reporting and procedural standards.

· Handle complete books of accounts independently up to finalization including books of cash transaction, bank reconciliation, scrutinize sales invoices and issuing credit notes.

· Establish and maintain cash controls and reconciliation of bank statements and general ledgers. Monitor bank transfers then reconcile bank statements and all general ledgers accounts with cost and supporting documents.

· Take care of accounts receivable follow up, prepare cash flow statements, customer-vendor reconciliation statements and prepare MIS, final accounts such as Profit & Loss Account as well as balance sheet. 

· Organize and maintain accounts of all contractors and suppliers.

· In charge of maintaining and controlling the system for purchase orders as well as responsible for maintaining records of all financial systems, issuing receipts for all transactions involving accounting.

· Report to management regarding the finances of establishment and liaise with external and statutory auditors.
· Develop, implement or modify document recordkeeping and accounting systems, making use of current computer technology.


	     
	I.T. SKILLS

	
	· Proficient in customized Accounting Package: Tally , APC 2000, Kaswin and Focus
· Well versed in MS Office Suite (Word, Excel, PowerPoint), E-mail & Internet 


	
	PERSONAL DETAILS

	
	
	
	

	
	Nationality
	:
	Indian

	
	Date of Birth
	:
	9th December 1982

	
	Marital Status
	:
	Married

	
	Visa Status 
	:
	Employment Visa 

	
	Driving License
	:
	UAE Light Vehicle

	
	Languages
	:
	English, Hindi, Gujarati & Marathi 

	
	

	
	REFERENCES

	
	Will furnish promptly upon request
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