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· 9 years of progressive experience in handling operations across Finance, Accounts, inventory management, MIS reporting, payroll, cash and bank management, Accounts payables and receivables
- Finance 

- Accounts Management 		
- Cash management
- Inventory management	
- MIS Reporting		
- Payroll
- Bank Dealings		
- Book Keeping		
-Accounts Payables & Receivable	

· A dynamic, confident, honest and hardworking professional with good command of English both written and verbal, excellent analytical communication and interpersonal skills 
· Commerce Graduate with excellent working knowledge in tally ERP9 and an advanced user of Microsoft Excel 2003,07,10 versions
· Expert in Pay roll Administration & processing Compensation, sufficient knowledge about WPS procedure and Outstanding achievements in payable and receivable management
Career Contour
Jan’ 05 to  Jun’15                                                            Alwars Trading Group, UAE (Retail, Wholesale, Import and Export)
Accountant                                                                                                                                                            
KEY RESULT AREAS:
Financial Reporting

· Prepare and analyze bank and cash reconciliation statements, balance sheet and income statements on monthly basis 
· Analyzing monthly financial reports for all accounts, preparing of corrections, Making adjustments and closing entries
· Presentation and interpretation of data regarding sales, purchase, expense, inventory, payroll, receivables and payables using pivot table, charts and other tools of MS Excel
Pay roll management   

· Creating Payroll for all the employees of the group 
· Calculation of employee’s basic pay, commission, over time, leave salary, gratuity, allowances, salary advance, loans, deductions and Submission of all payroll related MIS reports on time
· Preparing Pay sheet & Salary Advice and presenting the same to Banks as per the WPS System
Cash and bank management

· Liaised with bank authorities and Interacting with auditors to analyze audit report and acting on suggestions
· Maintaining and verifying shop and office petty cash with proper supporting records 
· Monitoring Collection and deposits of daily branch sales and verifying deposits with daily sales reports
Inventory Management
· Co-ordination of the Rejected or  Damaged materials movement and its complete record keeping
· .Preparing sales and purchase orders and conducting stock taking at the end of the financial year
· Development of comprehensive inventory reports of fast and slow moving items, re-order level, stock movement, item ranking and current status of all inventory items
· Monitoring stock transfer from one branch to another and making appropriate changes in the system data 
Payable and receivable

· Preparing payment after checking all GRN and Maintaining  Post Dated Cheque List  
· Preparation of debtors ageing analysis report & Suppliers payments on due date
· Strong and regular follow up with customer via phone, fax and email  to get the payments on time
· dispatching monthly statement of a/c to customers and confirm the outstanding balance with debtors

Jan’04 to Dec’ 04    																		  Akkara Car Company (ACC), India
Account Assistant cum Cashier
KEY RESULT AREAS:

· Generated bank and cash reconciliation statements and created reports regarding fund transfer and cheques
· Updating daily branch collections to the bank and interacting with customers to solve their  payment issues
· Monitor bills payable, receivable, handling petty cash and Posting day to day records of all transactions 
· Pay roll Administration & processing Compensation of all the employees of the concerned branch                
· Handled 200+ customers daily and payment made through ERP Systems
· Undertaken collection deposit, created weekly bank reconciliation statements and assisted accountants  

Scholastics
· B.Com (Commerce & Management) from Calicut University in 2001

Certifications
· Post Graduate Diploma in Computer Application(PGDCA)
· Tally 
IT Skill
· MS Office 
· TallyERP9
· POS, Smart Soft
· Windows Xp, Professional
Personal Dossier
Date of Birth 			: 	16th May, 1981                                                                                                                                                 
Nationality			: 	Indian 
Marital Status		:	Married
Languages Known	:	English, Hindi, and Malayalam
Passport No     		:	H 8248345
Date of Expiry    		:	13th June, 2026                                                                   
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