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CURRICULUM VITAE

KHALID  

KHALID.160460@2freemail.com    

OBJECTIVE
Seeking new challenges in Accounting / Finance which effectively utilizes my professional experience towards growth of the organization.
EDUCATIONAL QUALIFICATION

· Pursuing MBA (Finance & Banking) Karnataka State Open University.

· Bachelor of Commerce, Graduation from M.E.S First Grade College, Bangalore University – Karnataka (INDIA) in the year 2004. 
COMPUTER KNOWLEDGE

a) SAP – Systems Applications & Products (ABAP-Module)

b) Diploma in Advance Accounting – Tally Ver 7.2 

c) Adobe Photoshop, Adobe Image Ready Ver 5.5 ,  8.01

d) Basic Fundamentals, Internet, Ms Office

WORK EXPERIENCES
Job no.05         

Company           : SKY WIRELESS FZCO 

Designation.     : Development Manager 

Duration Worked   : From 02nd April  2017 (current employer) {Reason to Leave: New Industry & Too Many Uncertainties In this Industry} 
· Identifying the best quality & best prices in procuring the stocks.

· Creating and implementing business development strategies.
· Conduct market research & identify right prospect for business growth

· Locates or proposes potential business deals by contacting potential partners; discovering and exploring 
opportunities.  Arrange business meetings with prospective clients

· Promote the company's products/services addressing or predicting clients objectives.

· Close new business deals by coordinating requirements; developing and negotiating contracts; integrating contract 
requirements  with business operations. 

· Enhance organization reputation by accepting ownership for accomplishing new and different requests; exploring  
opportunities to add value to job accomplishments.
Job no.04         

Company           : INFOSYS BPO LTD 

Designation.     : Senior Process Executive 

Duration Worked   : From 23rd December  2015 To 05th April 2017
· Answering queries of customers related to Landline and Broadband. (client British Telecom Plc based in UK)
· Resolving  disputes over the phone for any billing errors and overly charged rentals (monthly/quarterly).
· Receiving Payments by Debit or Credit Card and sending confirmation text message to customers.
· Arranging Refunds to customers in case of disputes and sending confirmations on the same.
· Booking of complaints as per customers request to report a fault on line or Broadband.
· Transferring of calls to relevant departments in case of miss routed to residential billing department.
· Creating new accounts if new customers calls in, recommending & selling Broadband Fiber Optic Packages.
· Assisting customers in resetting of online email passwords and creating new email ids based on customer request.
Job no.03
Company
: JETEX FZCO

Industry
: AVIATION (FLIGHT SUPPORT)
Profile

: Vendor Relation - Fuel - Accounts Payable.

Designation
: Vendor Relation Assitant
Duration Worked.: From 20th October 2013 to 31st July 2015
Responsibilities in Accounting Assistant
· Checking and Reconciliation of Statement of Accounts from fuel vendors.

· Preparing and sending payments to vendors, claiming for any incorrect billing and settling disputes.
· Recovering Tax (VAT / TIPP/ MOT etc.) from vendors for commercial flights operating in European Countries.
· Representative to the vendor from various internal departments like Fuel Procurement , Purchasing Team , Billing Team, Client Relations and Finance Dept.
· Claiming for credit notes & upon receiving processing it on the system and linking to the related invoice/s.
Job no.02
Company 
: RCG ME FZCO
Location 
: DAFZA, DUBAI, UAE

Process               : Administration , HR & Accounts

Designation 
: Administration Manager
Duration Worked. : From 23rd December 2006 to 15th August 2013.

Reporting
: Directly to Regional Director / General Manager.
Responsibilities in Sales Accounting
· Coordinating with Sales & Engineering Team, Contacting Subsidiaries and Supplier’s for purchasing & negotiating prices. 
· Oversees day to day accounting operation and prepare cost analysis.
· Bank Accounts Reconciliation and resolve accounts discrepancies

·  Prepare, analyze and reconcile intercompany transactions.
· Maintain, monitor & update accruals and prepaid expenses.
· Prepare & send Statement of Accounts to customers and ensure collections are well managed and within the credit period and payables are on scheduled.

· Updates weekly cash flow forecast & Budget Reports

·  Handles bank transactions, deposits, transfers, letters and other related transactions.
·  Dealing with external auditors and carry out all audit requirements. 
Responsibilities in Administration
· Processing documents such as Memorandum of Articles , Incorporation Certificate , Board of Resolution for Notarization & Attestation from respective Government Dept. & Embassies.
·  Submission & Follow up on receiving approvals from DAFZA FM Dept. to carry out Installation at client site within DAFZA
· Appointed as PRO, Liaising with DAFZA to renew trade license, Import Codes, membership certificates (Dubai Chamber of Commerce etc...) 

· Monitoring all Inventory, Sending & Receiving Shipments, and Renewing of Rental Agreements. 
·  Arranging Transport, Scheduling office cars for technical dept to visit on sites.
Responsibilities in Human Resource
· Recruitment Process - Conducting Interviews, Preparing documents (Contract, Appointment Letters, Confirmation Letters, NOC & Salary Certificates) for staff orientation. 
· Processing payroll, leaves and gratuity, internal memos, and insurances. Assist in the review of terms and condition of contracts and agreements.
·  Applying Employment Residence Visas for employees & applying Visit Visa for delegates or clients.

·  Cancelling of Employment Residence Visas upon Resignations or Termination.

Job no.01
Company
: SIEMENS INFORMATION PROCESSING SERVICES

Location
: M.G.Road, Bangalore, Karnataka .INDIA

Process
: Accounts Payable Department

Designation  
: Associate Officer

Duration Worked : From 5th Dec 2005 To 20th Dec 2006.

Responsibilities in Business Process Outsourcing
· To handle all kind of SVDO Invoices. Verifying scanned documents from ERP such as Purchase Orders, Vendor Forms, Quotations & entering into SAP for payments. 
· Checking Intercompany Documents. Process for payment to the vendors under SAP.

· Sending notification emails to group leader or manager for incorrect transactions.

· Check for duplicate payments or invoices & audit on the report generated from SAP for errors.

· Guiding & training to subordinates and new employees.
CERTIFICATES

A. From SIEMENS for successfully completing the training programme.    

B. From SIEMENS for dedication & Performing.

References would be provided If required. 
Thank you  for  the time you have taken to read my CV. And  I confirm that all the above information is true to the best of my knowledge.
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