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Email: - skanithottathil@gmail.com
sumeshkanithottathil@yahoo.com
Residential Address: -

Parakkuni House
P.O. Valapattanam
Chirakkal

Kannur - 670010
Kerala

Address in Bahrain
Flat No.: F1, Bldg: 338
Road: 58, Block: 358
Zinj, Bahrain

Ph.: +973 66332773
Personal Data

Date of Birth:      01/06/1984

Age:                      36
Sex:                       Male

Nationality:         Indian

Marital Status:    Married
Passport No.:      K6645310
Date of Expiry:   13-07-2024 

License No:         840626509

Valid Until:         25/03/2020   

Present Salary:     495+Family Status

	Executive Summary
With aspire and thirst to face the challenges and belief in hard work, I can build my mental stamina to prove my mettle in finishing my works with utmost satisfaction.  

To work in the challenging field of Human Resource Management & Accounts, which will enable me to utilize my knowledge and skill to contribute to the organizational growth and help me in building a result oriented professional career.

Education
· Bachelor of Commerce
Skills

· Human Resource Management

· Negotiation Skills

· Excellent communicator and presenter

Technical Expertise

Operating Systems    :  Windows 7 / XP / Vista / 2000
Accounting Packages:  Tally, Peachtree, DacEasy, Dot Net based Software

Application Software  : Ms Word, Ms Excel, Ms PowerPoint
Other Certification       : Internal Auditor Training from TUV NORD Group.



Education:
	COURSE/

DEGREE
	SCHOOL/

COLLEGE/

UNIVERSITY
	YEAR OF PASSING
	MARKS

(%)



	Bachelor of Commerce
	Calicut
	2004
	III Class

	Professional  Experience

	1. From Feb 2008 Till Date: Working as HR Officer / Accountant with M/s Eastern   Asphalt & Mixed Concrete Co. W.L.L., Bahrain. 

Responsibilities:

· Initiating, Implementing HR policies suitable for the organisation structure. Being contact point for employees.

· Compliance of Bahrain labor law on maximum HR functions, keeping records and maintaining employee files in HR system.
· Payroll preparation on Dot Net based software, payslip preparation, coordinating with Finance & Accounting Department to release salary.
· Preparation of documents and coordinating with PRO team on employee visa process, visa renewal and visa cancellation.

· Assess and coordinate with department head on Performance Appraisal Monthly, Quarterly and yearly basis.
· Preparation and issuing of official letter like increment letter, salary certificate, NOC etc.
· Conducting induction and orientation program, joining formalities.

· Employee settlements preparation.
· Department correspondence works. 
· Give proper guide lines to the accountants regarding adjustment entries and intercompany reconciliation.
· LMRA & GOSI Activities.
· Reporting to the Assistant Personnel Manager.
2. During Jul 2007 to Feb 2008: Worked as Accounts Executive at M/s Popular 
   Motor Corporation (BAJAJ), Bangalore.
            Responsibilities:
· Maintaining Accounts.
· Monthly Expenses Statement Preparation.

· Handling Cash counter, billing and receiving cash.

· Maintaining accurate and up to date comprehensive and confidential files and records.

· Preparation of petty cash vouchers & paying cash as & when required with supporting documents of cash invoices. 

· Maintaining and keeping records of cash/ credit invoices.
· Entering and storing complete data in computer.
· Doing Reconciliation- customers & bank.
· Assisting in all kind of accounts related works.
· Reporting to the Managers (Accounts, sales & customer relation).
3. During Oct 2005 to Jun 2007: Worked as Accounts Assistant cum Computer 
   Operator at M/s SULFEX India Private Ltd., Kannur, Kerala, India.  
            Responsibilities:
· Maintaining Accounts.
· Track and monitor accounts payable & receivables.
· Issue and prepare invoices. 

· Processes invoices, purchase orders, sales tax, and credit memos through software.
· Maintained the entire filing system for the accounting department.
· Administered the expense reports of personal and corporate charges for board members and employees.
· Efficient maintenance of the integrity of general ledger accounts.
· Keeping records of office assets, staff records, petty cash, Monthly sales and purchase reports, record of outstanding, preparing profit and loss accounts etc.

· Assisting in all kind of accounts related works.
· Reporting to the Accounts Manager.
4. During Aug 2004 to Sep 2005: Worked as Audit Assistant with T.O. 
  Gangadharan(Chartered Accountant, Kannur)
Responsibilities:
· Auditing and tax analysis of the customers & companies.
· Reporting to the Chartered Accountant.



	References

	Mr. Murali T V
Asst.Manager(Reporting Sect)
Eastern Asphalt & Mixed Concrete Co. W.L.L.
Kingdom of Bahrain
Tel : +973 17252078 (Ext-121)
Mob: +973 3666 9523
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