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PROFESSIONAL SUMMARY
Well-qualified Accountant well-versed in accounting standards and optimal controls for long-term financial reporting and management needs. Smoothly coordinates daily operations, closing processes, and special accounting projects. Talented trainer and team leader with attention to detail and well-honed judgment. Accomplished skill in maintaining financial records and supporting audits as  Accountant with 21-yearexperience in finance field.
SKILLS 
Preparation & analysis of financial statements   Tax preparation Audit preparation Payroll processing Bank reconciliation  Accounts payable and receivable Inventory ControlEffective time management skills with the ability to multitask and prioritizeAbility to work independently and as part of a team.Analytical and problem-solving skills and ability to communicate data effectively and accurately.Strong working knowledge of MS Office suite and ability to grasp new technology toolsLeadership skills with the ability to guide and mentor junior and intermediate accountants.Excellent communication and interpersonal skills, high degree of flexibility, with ability to work under pressure, self-motivated. Keyboard speed – 60 wpm.
EXPERIENCE 
Senior Accountant – Navshanti Trading Company L.L.C, Al Ras, Deira, Dubai, United Arab Emirates July 2017- Current.
Preparation of financial statements. Analyze financial information detailing assets, liabilities, revenues, and expenses
to support the understanding of the Company's financial results. Analyze the financial statements and validate various balance sheet accounts for accuracy and completeness.
Compute taxes owed and prepare Quarterly Value Added Tax (VAT) returnsensuring compliance with government standards, and timely filing of Tax Returns to Federal Tax Authority, U.A.E
Maintain, monitor and reconcile GL accounts, prepare various monthly reconciliations including bank and all balance sheet accounts.Develop and review monthly reports and correct discrepancies and irregularities in financial entries; make adjusting journal entries as needed;
Monthly financial forecasting and variance analysis to ensure that treasury and cash flow performance remains favorable.Assist in creation of annual management and shareholder reporting.
Assist in financial audit/review requirements, internal control audit and tax filing activities, as applicable.
Communicate with governments regarding information requests, assessments and related matters.
Monitor and Control all financial accounting activities of the company. Training, coaching, and mentoring of accountants and clerks. Plan and assign duties to staff members and prioritize work effectively to meet deadlines. Review accounting systems and make suggestions for improvements.
Assist with ad-hoc financial analysis, as required.
[bookmark: _GoBack]Accountant (Accounts Receivable and Accounts Payable & Payroll) - Navshanti Trading Company L.L.C, Al Ras, Deira, Dubai, United Arab Emirates July 2015 – June 2017
Verifying accuracy of invoices and other accounting documents, Processing invoices for payments, Updating and maintaining accounting records in computer-based system,Compilation of data and preparing reports.
Preparing weekly cash and payment reports,Verification of vendor accounts by reconciling monthly statements and related transactions.support the accounts payable process, ensuring all billing discrepancies are resolved and that all invoices are paid accurately and in a timely manner. 
Contacting staff and suppliers to follow up on approvals, outstanding invoices, and invoice discrepancies
The accurate and timely preparation of accounting and billing reports and the reconciliation of accounts receivable.Perform clerical tasks needed to ensure timely collections from clients, such as data entry, preparing sales invoices, sending bill reminders, filing paper work, and contacting clients to discuss their accounts




 Preparation of monthly payroll statements and Salary information File (SIF) which is mandatory under Wage Protection System (WPS) implemented by UAE Government  and  Submit WPS files to Bank on monthly basis in order to process monthly  salary payments.   Prepare, verify and process paymentof leave salary and bonuses payments.
Calculation of Gratuity and other benefits payable to employee on end of their service with the Company.Ensure accuracy in payouts/deductions of all banks for employees terminating employment.
Maintain and update employee information, such as records of employee attendance, leave and overtime to calculate pay and benefit entitlements, in Arab Emirates Dirham, using manual or computerized systems.Review time sheets and other information in order to detect and reconcile payroll discrepancies.
Provide information on payroll matters, benefit plans and Labour agreement provisions.Respond to pay inquiries received from staff and management.

Accounting Clerk – Inventory Control & Cost Accounting -Navshanti Trading Company L.L.C, Al Ras, Deira, Dubai, United Arab Emirates July 2013 - June 2015 
 Computerized Inventory Control using Infinity Warehouse Management Software, and monitor proper maintenance of inventory records of company's Customs Bonded Warehouse as per guidelines of Dubai Customs Department.
 Verification of items andquantity received bycomparing withItem code and quantity figures mentioned in Invoice received from supplier and related import documents. Preparation of goods received notes and timely reporting of discrepancies like short supply, damage and inferior quality product.
 Accurate costing of products imported and updating selling price and assigning barcode for each item as per managementguidelines.
Fixing Re Order Levels (ROL) for each product and provide weekly report to purchase department in order to ensure regular supply of products.
 Calculate, prepare and issue documents related to  local &export sales , submitting accurate export declaration to Customs Department, forward final documents relating to export to client  on collection basis (Document at Sight / Document on Acceptance ) through banks and follow up of bill payments from clients.
Periodical review of physical stock and preparation of variance report.
Respond to customer inquiries, maintain good customer relations and solve problems. Perform related clerical duties, such as word processing, maintaining filing and record systems, faxing and photocopying.
Accounting Technician/ Book Keeper - Navshanti Trading Company L.L.C, Al Ras, Deira, Dubai, United Arab Emirates Sep 2004 - Jun 2013.
Prepare trial balance of books
Maintain general ledgers and financial statements
Calculate and prepare cheques for payroll, utility, tax and other bills
Prepare other statistical, financial and accounting reports
Prepare tax returns
Keep financial records and establish, maintain and balance various accounts using manual and computerized bookkeeping systems.
 Receiving and handling cash, maintaining cash book and supporting documents.
Prepare monthly account reconciliations. Investigate & resolve outstanding issues identified.
Article ship Trainee & Audit Assistant - Jose Chandy & Company, Chartered Accountants, Changanacherry, Kottayam,
Kerala, India – Jun 1999 – Mar 2004.
 Proper checking of accounting records and preparation of financial statements.
 Reporting of financial performance of the organization under audit and its ability to meet its obligations.
 Verify accuracy of information of accounting records under audit.
 Review of accounting and internal control systems of the Client under audit and offer suggestions on improving the system if required.
 Concurrent Audit of Banks





EDUCATION 
Master’s Degree in Commerce (M.Com.)  - Finance  May 2003[image: ]
Mahatma Gandhi University – Kottayam, Kerala, India 
Canadian Equivalency as per WES Education Credential Assessment: Postgraduate Diploma (one year)
ECA #: 4477814IMMhttps://www.credly.com/badges/00ff5919-6fa8-4a29-9e56-afc04ddfa4ca/public_url
Bachelor’s Degree in Commerce (B.Com.) – Cost AccountingApril 1999
Mahatma Gandhi University – Kottayam, Kerala, India 
Canadian Equivalency as per WES Education Credential Assessment: Bachelor’s degree (four years)
ECA #: 4477814IMMhttps://www.credly.com/badges/00ff5919-6fa8-4a29-9e56-afc04ddfa4ca/public_url
Diploma in Computer Applications (DCA) - Microsoft Office & Computer Applications			
National Institute of Information Technology (NIIT) - Changanacherry, Kottayam, Kerala, India 
Tally ERP.9 &SAP (FICO) - Computerized Accounting
National Institute of Information Technology (NIIT) - Changanacherry, Kottayam, Kerala, India
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