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Objective:

To put my education and years of work experience combined with my accounting, inter-personal, sales and multi-tasking skills to use in a challenging and mutually beneficial work environment.

Work Experience:

Overseas AST Co.                                                                               February 2010 to date

Co. Profile: Overseas AST is a Construction Company, is in UAE since 1959.
Project Account Assistant cum Costing.
Responsibilities:

· Preparing Subcontractors payment certificate.
· Supporting quantity surveyor’s in the preparation of variations, claims, etc.

· Maintaining project-related records, including contracts and change orders.

· Authorize the transfer of expenses into and out of project-related accounts

· Review and approve supplier invoices related to a project

· Review and approve overhead charges to be applied to a project

· Reporting on project profitability to management

· Preparing subcontractor’s liability statements 
· Investigate all project expenses not billed to customers

· Handling petty cash and other cash and ledger books.
· Maintaining daily, weekly and monthly transaction reports.
· Maintain financial transactions and reconciliation of accounts.
· Keep periodic cost reports of amounts and number of transactions.

· Establish / identify prices of goods, services & cash registers.

· Project cost maintaining and preparing monthly cost and material summary.

· Record financial transactions and perform account reconciliations.

· Preparing GRN, Invoice and Purchase Order.

· Stock and maintain the inventories according to store policies.

· Interacting with distributors and plant department to clear debit note discrepancies.
· Invoice verification, review and check the received invoice and the back-up documents in order.

· Comparing invoiced and contracted prices and confirming invoice against purchase order.

Birla Sun Life & ICICI Insurance Co  

     
Dec 2006 to Jan 2010 

Operations Executive cum Cashier 

Responsibilities
· Handling cash and cheque receipts of premiums.

· Handling customer service queries & complaints related to policies.

· Assisting and guiding the customers with their queries and also promoting the policies to the customers.

· Assisting in primary underwriting of policies.

· Scrutinizing the application forms.

· Handling Petty cash and Accounting Transaction in system.

· Receipting and proper record keeping through cash scroll book.

· Banking of cash and cheque as per defined process.

· Disbursement of cheques to vendors.

· Preparing and sending daily, weekly and monthly reports such as accruals, petty cash report, Branch compliance report, Business and contest report.
EDUCATIONAL QUALIFICATION

· Bachelor of Commerce, 2003-04, St. Aloysius College, Mangalore University, India
Computer Proficiency:

· Office Applications: Microsoft Office, WordStar, Lotus123 and Dbase.

· Operating Systems: Microsoft Windows, XP & DOS.

· Accounting Software: SAP, Tally 9 ERP, Peachtree, and QuickBooks.
Personal Achievements:

· Served as President for Indian Catholic Youth Movement, Bajal, Mangalore- a non-profit service organization for the year 2006-07.

· Served as Vice President for Christian Life Community, Bajal, Mangalore- a non-profit service organization for the year 2008-09.

· Member of the National Cadet Corps (2001).

· Junior level proficiency in typing.

Personal Details:

30 years of age, Indian, Married, holding valid UAE driving license and residing in Dubai.
[image: image1.png]




Page 1 of 2

