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	CURRICULUM VITAE

CV No: 322614
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686



   
	Career Objective


To utilize my skills and work experience for the best advantage of the organization of which I am also a part, putting in my best with high sense of dedication, sincerity, integrity and efficiency and to achieve challenging position and growth in my profession.
	Personal Description


Would your company benefit from a professional and Commerce Graduate from a very reputed Indian University and worked on Finance & Accounting, Management reporting more than 7 years, with verifiable ability to conceptualize the unit applications and improvements that deliver strong, sustainable return on Investment? If so, I take this opportunity to offer my candidature for a suitable post in your company. 
	Professional Experience


	Junior Accountant- April 2010 – Present 
	  Technologies Co. L.L.C, Dubai, UAE
	
	
	


Al Mostajed Technologies Co. LLC is a Dubai based Company, which is active in Dubai & Northern Emirates. The activities of Al Mostajed are supported by Global Energy Technologies Co Ltd. by providing technical & management know-how. Al Mostajed Technologies Co. LLC is a sister concern of United Power and Technology & Al Mostajed General Contracting in Abu Dhabi and the group comprises of 130 tradesmen and 150 employees of Executive or Managerial level. 
Responsibilities included – (Reporting to Accounts Manager/Finance Manager)
· Accounts functions – General accounting including preparing journal entries, maintaining balance sheet schedules and ledgers and account and bank reconciliations. Assisting with monthly closings and account analysis and supporting the senior accountant in carrying out the responsibilities of the accounting department.
· Prepare Cash Vouchers and responsible for maintaining and disbursing Petty Cash.
· Reconciliation with bank and Dealing banking activities on daily basis.
· Monthly closings and preparation of monthly financial statements.
· Issuing invoices, credit & debit notes.
· All type of data entry & other miscellaneous reports,

· Enter all the day to day accounts transactions.

· To receive and process all invoices, expense forms and requests for payment.

· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis.

· To ensure all filing is done in a timely and accurate manner.

· Prepare cheques for payment and ensure that all post is sent daily,

· Maintains files, including filing of general ledger journal vouchers, accounts payable documentation, and other miscellaneous filings. 

· Completes special projects and miscellaneous assignments as required.

· Assist with accounts payable and preparing cheques.
· Reconciliation of the work on time with accuracy. Assist the head accountant in maintaining the budgets.
· Assist with preparation and coordination of the audit process.
· Preparing and checking of LPO
· Prepares requisitions for office, computer, and routine supply purchases.
· Maintains regular contact with other departments to obtain and convey information to correct transactions.

· Coding and posting of Telephone,Petrol,Courier and Electricity  

	 Accounts Payable clerk - July 2006 – October 2009
	Najeeb Kadiri Trading Co.L L C.Dubai,UAE


.

Najeeb Kadiri Trading Co.L.L.C. was founded in 1997 for Import, Export and Wholesale Trading in Electrical Consumer Product and to cater to the growing demand of electrical components in the U.A.E and the surrounding countries.
·  Review all invoices for appropriate documentation and making approval prior to payment

· Sort and match invoices and cheque requests.
· Booking of Invoices and preparation of vendor cheque.

· Sort and distribute incoming mails, and respond to all vendor inquiries

· Prepare analysis of accounts and Reconciliation of payments

· Reconcile vendor statements, research and correct discrepancies.
· Monitor accounts to ensure payments are up to date.

· Reconciliation of supplier statement with our statement from time to time for any difference in payable.
· Maintain files and documentation thoroughly and accurately, in accordance with company policy and accepted accounting practices.

· Vendor files maintenance.

·  Preparing bank reconciliation and payment cheques
· Daily and monthly auditing of flow of cash in the organization.
· Monitor and resolve bank issues including fee anomalies and check differences.

· Assist in month and year end closing.

· Reconciliation of intercompany balances.
· Verifies vendor accounts by reconciling monthly statements and related transactions.
	General Accountant, January 2006 – July 2006
	M/s. Ambassidor Automobiles,Kerala,India


· Checking with LPO, Rates with Quatations,Qty with delivery orders, check for approvals from respective manager (Branch),coding the invoices and posting the same in different cost centers.

· Handled Credit sales and Weekly sales reports.

· Reporting the manager about daily or weekly sales.

· Familiar with receiving & processing of orders from customers.

· Collection of cheques from Customers.

· Corresponds with vendors and answers their inquiries.

· Preparation of bank reconciliation statements.

· Verification of Debtors & Creditors.

· Vendor file maintenance and process accounts payable cheques.

· Assisting monthly stock taking and payroll preparation.  
	Assistant Accountant, October 2004 – May 2005
	M/s. Institute of Professional Accounts,Kerala


· Verifying the accounts, books & auditing.

· Bank reconciliation.

· Reviewing the cashbooks & invoice bills.

· Taking care of payable & receivables.

· Preparation of payments, receipts & Journal vouchers.

· Preparation of Day Book and General Ledger both manually and computerized in Tally Accounting system.

· Preparation of Trial balance, P& L accounts & balance sheets.
	
	

	Academic Qualifications


Master of Business Administration

(Presently doing)
Sikkim Manipal University, India
Bachelor of Commerce (Bcom) 

Sep- 2005
Calicut University, Kerala, India

Higher Secondary Education (HSE)
Mar-2000
Calicut University, Kerala, India
Secondary School Leaving Certificate (SSLC)
Government of Kerala, India
	
	

	Job Enrichment Programs


Information Technology trainings
· MS Ax Dynamics (ERP Software) – On Job (April 2010)
· Comrade Plus, MS Navision – On Job (Jul- 2006-Oct-2009)
· MS office 2000 & FoxPro – On Job ( Jan-July- 2006)
· Tally 6.3 & 7.2,Excell,MS word-On Job (Oct-2004-May-2005)
· Operating systems such as Windows95,98,ME,XP,Vista,Windows 7
· Thorough knowledge on Internet & E-mail.

· Other Accounting soft ware-Peach tree, Quick books & Focus reach.

	Certificate in Accounts Programming

	
	


Successfully completed a training in Manual and computerized Accounting from IPA,Thrissur,India an ISO 9001-2000 certified Accountant’s Training Institute.

	Personal Details


· Date of Birth

:
05th  April 1983
· Visa Status

:
Employment Visa
· Marital Status 

:
Married


· Nationality


:
Indian
· Languages known

:
English (Fluent),Hindi, Tamil,(Good)Malayalam(Native)

:
Arabic (Read & Write)

	Hobbies/ Interests


Travelling, Football, Music
	( References can be provided on request)
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