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PROFESSIONAL SUMMARY


An analytical and detail-oriented self-starter with the capability to strategize and deliver effectively to accomplish organizational excellence. Best known for multidisciplinary experience, creativity, strategy, client satisfaction, productivity improvement and quality assurance with conviction and strong-will. 
HIGHLIGHTS


	· Excellent in analyzing & capturing requirements
	· Passionate learner & Analytical thinker

	· Effectively communicate with clients
	· Good listener and Decision-maker

	· Resourceful at all levels
	· Upright at Problem-solving

	· Proactive, humble, and dependable
	· Mentor teams with dedication


EXPERIENCE


	Accountant – Financial Management
	May 2015 to Current

	AMAL PETROLEUM SERVICES CO SAOC 
	Muscat, Oman

	· Working closely with the Line Manager and Section Heads to maintain a smooth operation of the department & sections 
· Proficiency in office software such as Tally and Focus 
· Manage all accounting operations including Billing, A/R, A/P, GL and Counsel, Cost Accounting, Inventory Accounting and Revenue Recognition
· Preparing time sheets and calculating overtime; and entering the same in the employee portal for timely processing of salary and benefits.

· Preparing training schedules for all the staff in the department as per the year’s requirement 
· Keeping a track of all incoming and outgoing correspondences in the Department and routing it to intended staff.
· Preparing correspondences & vital documents such as Invoices, bill of quantities, purchase requisitions, agreement contracts, and project completion certificates and issuing work service orders for commencement of new projects.
· Preparation of Financial Statements 

· Maintaining a standard file library database using registration numbers and location details. 
· Consolidating, circulating and routing official correspondence and documents to the management for their signature & approval.
	Dept.: Accounts
Reporting to: Finance Manager

	Junior Officer – Retail Segment
	Dec 2014 to Apr 2015

	UAE EXCHANGE AND FINANCAL SERVICES LIMITED
	Chirayinkeezhu, KL, India

	· Maintaining highest level of customer service.
· Obtaining cash, receipts and inputting the data into the system. 
· Responsible for accurate balancing of inventories and maintaining cash balances.  
· Coordinating with other departments and preparing cash transfers with bills.
· Responsible for managing risk and acting in accordance with guidelines set forth in core risk standards.
· Documentation and Filing.

	Dept.: Vehicle Loan / Retail Segment
Reporting to: Manager

	
	

	
	


EDUCATION



	Master of Commerce (M.Com.) – Finance

Kerala University, Trivandrum, India
	
	2012 – 2014 (F.T.)

	Bachelor of Commerce (B.Com.) – Co-Operation
Kerala University, Trivandrum, India
	
	2009 – 2012 (F.T.)


ADDITIONAL ATTRIBUTES


· Proficiency in Microsoft Excel (Data entry, VLOOKUP, Pivot Tables, Sorting, Filtering etc.), Microsoft Word, Microsoft Power point, Internet Usage and RTS (Retail Trading System).
· Accounting knowledge & an In-depth understanding of administrative work.

· Outstanding interpersonal and organizational skills, exceptional written, verbal communication skills and excellent telephone conduct.
· Proven ability to type 50 WPM & Demonstrated ability to handle high typing volume.

· Hands on Experience in office software such as Tally and Focus.

References will be shared if required.

