AREAS OF EXPERTISE
Payable Process
Bank Reconciliation

Receivables 
Sales 

Purachase

Financial audits
PC SKILLS
Microsoft

· Word, Excel
Tally
PERSONAL SKILLS
Articulate
Hard Working

Friendly
Helpful
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Ishaq
Ishaq.117871@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283

Accountant
PERSONAL SUMMARY
Qualified and Experienced Accountant with proven expertise in handling accounts finalization, payables-receivables, auditing, reconciliation, general ledger accounting, payrolls, vouchers, balance sheet, trial balance, MIS-Cash Flow reporting, computerized accounting transactions, liaison with banks-creditors, maintaining client relationship and supervising team of personnel in direct supervision. Career record of achieving set goals and consistent work performance on the basis of dedicated work approach. A dedicated team leader, who can bring to your business: additional professionalism, passion, productive ideas, enthusiasm and out of the box thinking packed with practical work experience. Well versed in Accounting Software Package Tally. 
	ACADEMIC QUALIFICATIONS
	

	Osmania University
	2003 - 2006

	Bachelors in Commerce (Computers)
	
	

	


WORK EXPERIENCE
United National Trading L.L.C– Dubai, U.A.E
Nature of the Business

Retail Business of Paints, Brushes, Rollers
GENERAL ACCOUNTANT 
November 2013 – Present

Responsible for working closely with the management accounts team to ensure correct general ledger coding is used on all invoices and expenses.

Duties:
· Verifying details of transaction including processing of daily sales invoices and making entry in tally.
· Handling all cash transaction of the company.
· Encoded all receipts and payments in the tally system. 

· Closing down inactive vendor and employee accounts. 

· Keeping track of every transaction and logging details into a system. 

· Matching invoices to the relevant receipts. 
· Reconciling intercompany transactions on regular basis. 
· Maintaining vendor files, Raising and tracking invoices.
· Making and receiving telephone calls to and from suppliers on a variety of queries. 

· Verifying and checking expenses claims. 

· Record all the branch petty cash vouchers.

· Working closing and adjustment entries (Provisions, Prepayments, Accruals).
· Staff Remunerations for 20 Employees such as (Commission,, Leave Pay, End of Service & Overtime etc.) 

· Fixed Assets Management, Reporting, Depreciation Schedules and Tracking.
· Prepare monthly accruals for any major commitments
· Expense report auditing.
· Establish table of accounts, and assign entries to proper accounts.
· Providing support documentation for audits.

· Familiar with wages protection system (WPS).
HES Chartered Accountants - Dubai, U.A.E
AUDITOR
Feb 2008 – Oct 2013
Duties:
· Audit of books of accounts of various companies belonging to different industries

· Visiting client’s office to maintain books of accounts

· Processing of payroll on monthly basis

· Reconciliation of bank accounts

LANGUAGES
English

Hindi
Urdu
Telugu
Arabic (Read-only)

PERSONAL DETAILS 
DOB: 1st Jul 1979
Marital Status: Married

Nationality: Indian


· Following up with clients for receivable

· Managing petty cash
· Collecting all invoices and obtaining approval for payment.

· Completing accounts payable.

· Checking the filing of invoices.

· Recording all cash activity on a daily basis.
· Coordinating with PRO for visa processing and cancellation of staffs.
Sri Lakshmi Agencies – Hyderabad, India
ACCOUNTANT

Aug 2006 – Jan 2008
Duties:
· Handling of Accounts i.e. Bank, Cash,  Employee Related Expenses

· Create a Purchase Order, Good Receipt Note & Purchase Accounting 

· Liaising with Vendors, Debtors

· Maintenance of accounts in computerized environment

· Issuing debit / credit notes

· Preparing MIS reports to provide feedback to top management on financial performance

· Creation of aging report

· Preparing pay rolls and forwarding the same to employee’s accounts

· Daily reconciling bank transactions.

KEY SKILLS AND COMPETENCIES
· Able to deal with a large amount of invoices. 

· Maintaining rigorous controls over transactions to mitigate any fraud risks. 

· Strong background in internal control processes and procedures. 

· Handling confidential information in line with the company's data security protocols. 

· Investigating and resolving all irregular and unusual transactions. 

· Methodical approach to getting things done. 
REFERENCES –Available on request.
