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· More than 14 years UAE experience in handling Accounts, Finance, Office administration & Computer Systems.

· Capable of handling entire Accounts Department independently with thorough knowledge in finalization of Periodical & Annual Accounts, Preparation of Monthly Accruals,  Payroll Administration, Inventory Control, Accounts Receivable/Payable & Credit Control, Liaison with Banks & Insurance Co., Import & Export L/C Documentation. Main & Petty Cash Control. Office Administration, Computer Management & Well experience in handling multiple divisions.

· Excellent Computer Skill - MS Word, Excel, E-mail, Internet, Fax software, Computer Hardware & Networking Knowledge. 

· Holding valid UAE driving License.

· Sincere, Honest & Hardworking.

· Suitable for handing overall operation of Accounts, Banking, Office Administration & Computer Systems of Small/Medium Sized Company independently or with minimum supervision.

· Ready to join within a short notice.

· Holding transferable Free Zone Employment Visa
Educational Qualifications:

Academic: Bachelor of Commerce (B.Com., 1985) from Mangalore University, India
Computers Knowledge :

MS Excel, MS Word, E-mail & Internet and Maintenance of Computer Systems (Hardware & Software) with Networking Knowledge. Proficient in Tally, Focus, Comrade, DacEasy, Pastel SOHO, Peachtree Accounting Softwares.

Career synopsis:

Company Name

: Shelving Trading L.L.C. (Annual Turnover AED12 Million)
Period of Service

: Dec, 1995 to Jan 2005
Designation


: Chief Accountant 
Job Responsibilities

: Day to Day Book Keeping, Preparation of monthly





  P&L and Balance Sheet.





  Finalization of Annual Accounts, Payroll Control.





  Accounts Receivables/Payables & Credit Control





  Costing & Inventory Control, GL Scrutiny





  Managing Bank Accounts, Bank Facility Renewal





  Import/Export L/c documentation, L/c, TR Control





  Letter of Guarantee, Bills/Cheque Discounting





  Main & Petty Cash Control, Bank Reconciliation





  Laison with Clearing & Forwarding Companies.





  Handling Motor, Marine & Fire Insurance.





  Preparation of monthly accruals, prepaid, Depreciation

 



  Schedule. Preparation of Annual Audit requirements





  Office Administration, Self-Correspondence

 



  Administration of Computer & E-mail Systems.

Company Name

: Carlton Cards – Gulf, Sharjah
Period of Service

:  Feb 1992 to Sep 1995

Designation


: Accountant

Responsibilities

: Day to day accounting work, Preparation of Invoice, Receipt, 





  Payment & Journal vouchers, Bank Reconciliation, Petty





  Cash & main Cash control, Preparation of monthly accruals,





  Prepaid & Depreciation schedules. Monthly Financial statements





  Import L/c documentation, Liaison with Banks, Payroll control.

  Finalization of Accounts. Assisting the Auditors.

Company Name

: Hindustan Pencils LTD., Bombay
Period of Service

:  Jun 1989 to Jan 1992

Designation


: Accounts Assistant

Job Responsibilities

: Day to day accounting work, Preparation of Payment & Journal





  Vouchers, Bank & Inter-company Reconciliation, Follow-up of





  Receivables. Data Entry Operation.

Company Name

: National Radio & Electronics Co. (NELCO), Bombay
Period of Service

: July 1986 to May 1989

Designation


: Accounts Assistant

Job Responsibilities

: Billing, Bank Reconciliation, Inventory Control, Preparation of





  Receipt & Petty Cash Vouchers. Data Entry Operation & 

  Checking Transaction Listing.

Presently working for a IT company dealing in Computer Networking Accessories in Jebel Ali Free Zone

Personal Profile:

Name 
: Jagdish Kumar

Date & Place of Birth
: 12th October 1964, Udupi-Mangalore

E-Mail ID 
: jagdishk@eim.ae
Nationality
: Indian

Visa Status
: Employment (Free Zone - Transferable with NOC)

Martial Status
: Married 

Contact Number
: 050-6554374
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