                                                            Shakeel                         

                                                            C/o- Mobile # +971504973598 
                                                            Email : shakeel.950@2freemail.com  

EDUCATIONAL QUALIFICATION:

· M.Com from Mumbai University 

· Masters in Financial Management from Mumbai University 

· B.Com  from Mumbai University – St Andrew’s College Bandra  Mumbai

· H.S.C   from Mumbai University – St Andrew’s College Bandra  Mumbai

· S.S.C   from Mumbai University – St Michael’s High School       Mumbai

COMPUTER KNOWLEDGE:

· Diploma in Ms-Office.

· Familiar with Outlook Express / Internet Explorer.

· Familiar with ERP Package – Oracle 

· Tally and other Accounting Packages .

ADDITIONAL SKILLS:

· Typing – Speed 30-40 wpm 

Personal Details 

Nationality



:
Indian.

Birth Date



:
4-Dec-1971

Marital Status


:
Married 

Languages Known


:
English, Hindi.

Driving Licence                             :           Holds a Valid U.A.E Driving Licence

Visa Status                                   :            Saudi Visa 
Work Experience in Dubai and Saudi Arabia 
COMPANY : Petrogas Piping M.E Fzco since Nov 2007 till Sep 2009 and transferred to Saudi Arabia Branch Office
Saudi Aramco approved  Stockist for Pipes and Fittings for Oil , Gas and Petrochemical Industry in the Middle East Region with Branches in the GCC .

· .Preparing Trial Balance ,Income Statement and Balance Sheet .
· To raise the LPOs after ensuring adequate approvals.

· To account the invoice under correct account with correct cost & profit center, after verifying necessary approvals & documents (LPO / Delivery order etc), in a timely manner with meaningful narrations.

· To process billings of Contractors & Subcontractors and Suppliers based on the accomplishment and documents submitted and evaluated by the Project engineers.

· To follow up for invoices / settlement for advance payments.

· To ensure timely & correct matching of payments with the invoices.

·  To act & resolve any discrepancies noticed and to raise Debit notes & to follow up  

      for the credit notes with the Vendors.

·  To maintain strict control over payables and to take timely action to ensure timely  settlement and to avail the prompt payment discount, if applicable.

·  To co-ordinate with the Contractors / Vendor for the pick-up / delivery of the    payment and to provide details for correct matching in their books.

·  To generate any expense related reports for comparison with budgets & for any analysis.

·  To ensure reconciliations with major Contractors / Suppliers on periodical basis.

·  To open new vendor accounts with complete details & to maintain the vendor master.

· To monitor, control & verify inventory & assets relating to Projects

· To handle the petty cash function relating to Project department

· To prepare cash flow statement relating to Projects

·  To ensure strict compliance of Governance Model

· To meet the requirements of the companys independent external & internal auditors..
· Independently handled Letter of Credit – Import and Exports  and Issuance of Bank Guarantees.

COMPANY : Gerab National Enterprises 

Leading Stockist for Pipes and Fittings for Oil , Gas and Petrochemical Industry in the Middle East Region with Branches in the GCC ,India and U.S

Since : 04-August 2003 till 04- Aug 2007

Appointed as : Accounts Officer and Promoted to Sales Officer since Jan 2007

Present Designation : Sales Officer 

Job Profile:
· Liaising with Local and International EPC, Consulting and Inspection Companies 

· Ensuring Preparation of Commercial Invoices /Delivery Notification as per the Customer’s Contract Terms and Conditions 

· Preparing Cost Sheets, Quotations and Sales Orders 

· Involved in Sourcing the Material from International and Local Market based on Price Comparison and Other Detrimental Commercial Factors 

· Price Analysis Report 

· Co-ordinating and tasking as support cell to the client ‘s for damage control involving repair ,replacement of materials/quantities .

· Preparing / supervising Submittals (Pre-qualification documents, Techno Commercial Bids)

· Co-ordinating with Various Departments namely Purchase, Finance, Quality, Logisitcs and Operations.

Role as Accountant

· Preparing Invoices and Submission to the Clients 

· Chasing Debtors for Cash Collection and Maintaining Cash Flow 

· Reconciliation of Debtors and Creditors Ledgers 

· Accounting and Correct Recording of Daily Transactions 

· Preparing Import and Negotiating Export Letter of Credit 

· Interfacing with the various business units on policies and procedure

· Handling all staff issues pertaining to business travel & entertainment claims

· Assisting in policy implementation 

· Monitoring policy compliance and handle instances of non compliance ;

· Assisting in any accounting duties from time to time

· Any other duties assigned by the Finance Manager & Controller from time to time.
· Handling and Co-ordinating with Various Service Providers for Cargo Correctness and delivery and dispatch on time
Work Experience in India 

Company ‘s Name: Kokan Mercantile Bank 

Since: 5th Nov 1992 till August 2003

Position: Accountant 

· Maintaining Books of Accounts, Ledger Enteries 

· Providing Customer Services and Explaining Different Schemes of Deposit

· Preparation of Balance Sheet, Profit And Loss Account 

· Timely, Accurate, Authorised and Bonafide Payment from Customer Invoices 

· Day to Day Processing of Data into the General Ledger 

· Preparing Bank Reconciliation and Allocating Receipts including Trial Balance Preparation

· Attends top Ad-Hoc queries and requests for information together with contributing to the development and improvement of the Financial and Accounting System to accurately capture financials transactions of the company 
