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CAREER OBJECTIVE: -
To associate with progressive organization that gives me scope to enhance my knowledge and skills according to the latest trends and be a part of a team that dynamically works towards the growth of organization do the best task, I am hard going and patience is my virtue. I am capable of controlling management functions, company policies, successful turnaround strategies, and capable of developing a long-term business development.
Summary of Skills:
· Experience in coordinating activities for supporting fiscal policies of companies

· Strong aptitude in financial management and accounting with focus on customer service

· Superior attention to detail, highly organized, and an accomplished team player

· Matured and skilled in handling confidential and sensitive information diligently

· Ability to multi-task, prioritize tasks, and supervise trainee coordinators

· Impressive communication, interpersonal, and time management skills

· Comprehensive knowledge of payroll, and financial and tax regulations
           WORK EXPERIENCE:
Company
:
Rawabi Specialized Contracting Co.          

Designation
:
Project & Finance Coordinator
Duration
:
27 Nov 2014 to 04 March 2017.

      Finance Coordinator
· Coordinate all activities related to finance of the company

· Process of Supplier invoices, process check Purchase requests, and perform payment and Process of Projects Petty Cash 
· Provide support to finance department in initiating and implementing fiscal policies

· Participate in finance meetings and assist in financial audit and analysis

· Perform journal entries, and prepare reports and statements

· Ensure all functioning departments are aware about the budget allocated to them
Project Coordinator
· Attend client meetings and assist with determination of project requirements 

· Assist the PM in the drafting and issuance of project proposals, RFP’s, tenders, cash flows and preliminary schedules 

· Track the progress and quality of work being performed by design disciplines/trades 

· Use project scheduling and control tools to monitor projects plans, work hours, budgets and expenditures 

· Effectively and accurately communicate relevant project information to the client and project team 

· Ensure clients’ needs are met in a timely and cost effective manner 

· Review field inspection reports from Consultants throughout the lifecycle of the project 

· Issue Contracts, Letters of Intent, Purchase Orders, etc. 

· Maintain Contract Execution Tracking Log 

· Assist the PM in the review of Contractor quotations to ensure that only fair and reasonable pricing is recommended for approval 

· Track & manage contemplated change notices and change orders in the database 

· Prepare substantial completion certificates and ensure all required project close out documents are obtained 

· Communicate ideas for improving company processes with a positive and constructive attitude, and for developing this attitude in others 

· Keep the Project Manager (PM) and others informed about project status and issues that may impact client relations 

  Company
: UCC-Urbacon Contracting Co - worked for Sheraton&H.O.
  Designation
:
Document Controller

  Duration
:
16 May, 2014 to 07 Oct, 2014
        Job Responsibilities

· Ensure documents are received and issued in accordance with company 
procedures. 
· Distribute the received documents to the concerned departments
· Conduct final QA checking for all outgoing documents to make sure that all 
documents issued by the company are up to company standards. 
· Keep all project documents orderly, complete and categorized for easy 
accessibility. 
· Immediately locate documents and highlight essential information. 
· Update the tracking log for client correspondences and remind the concerned 
departments about the due dates of submissions. 
· Support the Project Management office & main office as required. 
· Ensure that Document Control processes and procedures are understood and used by users. 
· Maintain and update the database and original hard copies. 
· Maintain an efficient project-related document control register; supervise and record 
 Company            :       M/S Hashimi Enterprises





         Sangareddy, Medak Dist.

                 Designation 
:         Accountant
                 Duration
             :         April 02, 2013 to April 2014.
      Job Responsibilities

· Prepare daily, weekly & Monthly Accounting reports for local, regional &Head office management.
· Checking daily stocks and wastage reports variances to regional office with supporting evidence for Wright of. 
· Ensure that all collections for the day are booked incurred with company policy & Procedures.
· Ensure that all assets and records reconcile with physical stocks.
· Documents produced include monthly journals of cash & Credit sales, cost sales.
Company
:
Rawabi Holding Cont. (Worked for Saudi Aramco & Samref)



Yanbu & Riyadh.

Designation
:
 Accountant

Duration
:
14 June 2011 to March 2013.

      Job Responsibilities

· Experience in ERP Oracle Financials (AP, AR,SCM,Inventory,GL View),
· Reviews analogize debit notes or credit notes from company related parties and other Group Company

· Prepare bank reconciliation if required and intercompany reconciliation statement
· Prepare all types of reports which are required as for financial statement disclosure
· Review all journal entries, which pertain to sub ledger accounts payable, accounts receivable or petty cash transaction.
      Job Responsibilities

· Preparing Purchase Request and Follow-up for Purchase Orders and follow-up for Suppliers Payments etc

· Preparation of Petty Cash Summaries & Process of Invoices. 

· Coordinate with Head office for employees leave schedules and passports and Iqamas related & Maintenance of personnel files and records.

· Preparing daily reports and duties in the office.

· Receiving Telephone calls passing on the message to all concerned.

· Checking E-mails on hourly basis and feedback to the concerned.

· General correspondence and sending outward faxes.

· Preparing documents like invoice, monthly statements etc.

· Attending telephone calls and sending of outwards faxes.

· Purchase of specific office supplies.

· Coordinate and do follow-up with the affiliated recruitment agencies for any manpower requirements. 
Company   : Standard Chartered Securities India ltd–(Standard Chartered Bank) 
     As a BDM (Business Development Manager) March-2009 to May-2011

Job Responsibilities

· Handling various wealth management products.
· Handling Team and Guide them as per Market Trend and to get Business from the Market.

· Generating Revenue from existing clients.

· Managing the portfolio's of clients by continuously advising them to diversify their investments among   Equities, Mutual Funds & IPO'S

· Imparting training to the team members 

· Managing the MIS of daily sales and Turnover.

· Handling escalated Customer queries/grievances.  

Company
:     Motilal Oswal Securities ltd. 
 As a Asst manager from 2008 July to March 2009
Job Responsibilities

· Handling various wealth management products

· Generating Revenue from existing clients.

· Managing the portfolios of clients by continuously advising them to diversify 
· Investments among   Equities, Mutual Funds & IPO'S.
· 4. Handling escalated Customer queries/grievances.

Company: Share khan Ltd, Hyderabad (Trading advisory, Distribution & Sales)                                          
As a Senior Executive from October 2007 to 2008 June
Job Responsibilities

· Responsible for achieving monthly sales target for various trading products

· Monitor and address HNI clients and Investment requirement

· Building and maintaining long term relationships with clients

· Importing training to the team members

· Monitoring sales target and coordination with sales team and advisory team with a view to penetrate new accounts and expand existing ones for a wide range of financial products and services
HYDERABAD STOCK EXCHANGE, Hyderabad



                                     March-April 2007     
Internship: Derivatives (Future and Options) Analysis and Valuation of selected Companies
       Analysis and Valuation of selected Companies

· Lot sizes of selected companies (ACC, INFOSYS, HLL.RANBAXY, and SATYAM) for analysis

· Finding profit and loss positions of options buyer/writer of selected companies

· Finding profit and loss positions of futures buyer/seller of selected companies

· To study the causes for fluctuations in the futures and options market 

· One week market movements of ACC, INFOSYS, HLL, RANBAXY and SATYAM COPUTERS

· Relative Valuation of different companies
EDUCATIONAL QUALIFICATION

· MBA (Finance & Marketing) as specialization from Osmania University (2005-07).

· B.COM (COMPUTERS) From Osmania University - 2002-05.

· INTERMEDIATE with CEC from Board of intermediate - 2000-02.

· SSC (10th) From Board of secondary education - 1998-1999.    
SKILLSETS

Operating System
: Oracle HRM,AP, AR, GL View and P.R Process,SCM MS-Office, Excel, Word, MS-Outlook Etc...
PERSONAL PROFILE: -
Date of Birth

:
10th May 1983
Sex


:
Male

Nationality

:
Indian

Marital Status
:
Married

Language Known 
:
English, Urdu, Arabic, Hindi & Telugu 
PASSPORT DETAILS

Place of Issue

:
Hyderabad, India
Date of Issue

:
18th Sept, 2014
Date of Expiry
:
17th Sept, 2024
        Yours Sincerely,

