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OBJECTIVE:
         To seek a challenging position, where performance is rewarded with new responsibilities to power up my career ahead, additionally work with loyalty for the benefit of the company.

 Personal Skills

Comprehensive problem solving abilities, Self-motivated, Quick learner, Team facilitator, Ability to multitask effectively, Workaholic.
WORKING EXPERIENCE                  

Companies (Oman Catering)



      
Accountant  cum Admin






      June 2013 to till date
Responsibilities

· Maintaining the daily mandays report of the camp (Site) IFM –Harweel (Petroleum Dvpt Oman).
· Maintaining record of the accommodation details of the camp in the software AMS (Accommodation Management System).

· Updating the mandays report and the meals record in the system software ILMS (Integrated Location Management System) 

· Weekly physical verification of the food and non food items available in the store of the camp.

· Handling petty cash (Imprest Holder) for emergency local purchase of the camp.

· Maintaining monthly staff attendance and sending to the head office for the salary disbursement.
(Every month before 20th)

· Sending monthly reports such as Physical stock, Store Receipts, Store issues, Commissary issues, Mandays report, Petty cash report etc to the head office.
Al Kawther Hyper Market 






      Barka, Oman 

Accountant








      April 2012 to January 2013
Responsibilities

· Daily posting of purchase invoices in the system software (Polaris).
· Checking whether all the invoices are properly stamped and signed by the store keeper.

· Verifying that the GRN posted in the system are properly authorized.

· Timely payment of cheques to the clients as per the terms and conditions of the contract entered.

· Making necessary entries in the software regarding the cheque payments.
· Assisting for the preparation of bank reconciliations.

· Assisting for the creation of new products and preparation of LPO in the system software.

· Assisting the chief cashier for daily cash closing.
The Muthoot Group                                             

     

        Cochin (Kerala), India        
Audit Executive- Accounts (Trivandrum Region)

           
                    May2008 to March 2012
Responsibilities

· Quarterly Financial Audit of Muthoot Finance branches regarding the various aspects like 
   vouching, checking of revenue losses, and authentication of expenses.
· Verification of Bank Reconciliation Statements, loan documents, Resource document, authentication of Money transfer payments, currency exchange transactions and preparation of audit reports.
· Management Audit of Regional Offices of Muthoot Finance Ltd regarding the various aspects like achievements of targets, fund arrangements, expenditure controls, staff matters , handling of audit reports, branch expansions, documentation and maintenance of books and records, and verification of assets.
· Monthly Audit of Muthoot Exchange Company Pvt ltd regarding the various transactions to ensure that it is done in compliance with Anti Money Laundry guidelines issued by RBI.
· Ensures that risks are effectively managed and that the assets are properly accounted for and safeguard from losses arising through any reasons including fraud.
· Assures follow-up of audit findings to ensure adequacy and timeliness of correction.
· Presents findings and recommendations concerning activities of the branches to the Audit & Inspection department.

 Jay Jay Com








        Kollam (Kerala), India
Accounts Assistant





                  
         Feb 2006 – Mar 2008.
Responsibilities:

·  Posting the necessary entries and preparing the final accounts of the clients.

·  Closing the accounts of the clients in the system (Tally software).

·  Monthly filing of Tax returns.

Educational Profile
	Course
	Board/university
	Marks (%)
	Year of passing

	MBA

(HR Management)
	Bharathiar University
	54%
	2010

	B.com
	Kerala University
	55%
	2005

	HSC
	Kerala State Board
	61%
	2002

	SSLC
	Kerala State Board
	62%
	2000


Technical Skills
· Microsoft Office Package.
· Tally 9.
· Internet .
Personal details
Date of Birth

   : 18.01.1985.
Sex


   : Male.


Nationality

   : Indian.

Marital Status

   : Married.
Language known           : English, Hindi, Malayalam, Tamil.
Hobbies

    : Cricket, driving, listening to music, interacting with people.



 I hereby declare that all the information furnished in this application is complete and correct to the best of my knowledge and belief.
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