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ANWAR 
	Career Objective


I am looking for a challenging job which has opportunities of infinite success in accounts and admin where I can be fully efficient and effective and where I can work hard for the growth of the organization as well as for improvement in my own professional skills. 
	Professional History


 General Accountant &Administrator–Trading Est, Abu Dhabi
(Aug- 2015- at Present)

Working as General Accountant and Administrator for Steeds Building Equipment Trading Est at Abudhabi, UAE. 
Steeds Building equipment trading Est is one of the leading building material trading company in Abu Dhabi. 

Job Responsibilities:- 

· Making transactions using Tally ERP software.

· Prepare general ledger, Trail Balance, Profit &loss account and Balance sheet..

· Pricing and invoicing.

· Handling accounts payable and receivables.

· Preparing cheques for all payable parties.

· Bank reconciliation.

· Preparing payroll and final settlement.

· Handling petty cash and preparing reports by daily and monthly.

· Preparing cash payment voucher, receipt voucher and journal voucher.
· Preparing invoices and Delivery notes.

· Cross checking of all invoices and filing.

· Preparing AR and AP reports and submitting to the management.

· Screening of requisitions prior to Forwarding for procurement In-charge.

· Maintaining All Procurement Documents.

· Reconciliation vendor Statement, Stock Verification, Analysis of Vendor Performance & Price Variance.

· Purchase related all responsibility - New Vendor Development, Price Negotiation with vendor, PO releasing, Material Delivery and Payment etc.
· Material Management. Planning for daily consumable material for next one month. Billing status. Making the comparative statement.

· Ensure the quality & quantity of material purchased at store.

· Creating different reports as required by Management.

· Negotiating with the vendors for Rate, Delivery and Payment Terms.

· New Vendor Development.

 Admin Assistant– Sejong Saudi Arabia LLC,  Saudi Arabia
(July-2013 – July 2014)

Worked as Admin Assistant with Sejong Saudi Arabia LLC for SAUDI ARAMCO NGL RECOVERY&UTILITY PROJECT PKG#2, Shaybah, KSA. Shaybah oil field is a major crude oil production site in Saudi Arabia developed  by Saudi Aramco.Sejong Saudi Arabia LLC  was one of the major contractor for this project with over 900 manpower . 
Job Responsibilities:-
· Preparing Pay roll of the direct and indirect employees.

· Distribution of Monthly salary.
· Handling Employees Salary Remittance.
· Handling Petty cash report.
· Making the time sheet for the Equipment suppliers.

· Making the time sheet of Samsung supplied employees.

· Daily time card checking and attendance preparing.

· Cross checking Purchase invoices and filing.

· Handling Mobilization and De mobilization of Employees.
· Handling exit and reentry visa processing.
· Monitoring employee’s accommodation status.

· Preparing documents and distributing memos.

· Supervising the work of office juniors and assigning work for them.. 

· Organizing business travel, itineraries, and accommodation for managers.

· Monitoring inventory, office stock and ordering supplies as necessary. 

· Updating & maintain the holiday, absence and training records of staff. 

· Purchase related all responsibility - New Vendor Development, Price Negotiation with vendor,      
       Po releasing, Material Delivery.

· Creating and modifying documents using Microsoft Office. 

· Updating, processing and filing of all documents

· Follow up with vendors/consultants about whether the emailed file has been received and notify them of any delay in response time.

· Assist Admin Manager in preparation of monthly reports.

· Backup may be done either electronically or through extra hard copies of document.

Sr.Officer –Operations - KVR Autocars Pvt Ltd, INDIA
 (Nov 2005-Dec 2012)
Worked as Sr. Officer –Operations with KVR Auto cars Pvt Ltd Perinthalmanna. Kerala. India (Authorized dealer of Maruti Suzuki India Ltd).
Job responsibilities:-
· Handling vehicle invoicing process in ERP system.

· Coordinating with various departments for new vehicle registration.
· Controlling and monitoring Tele calling team.
· Regular reporting to top level management.
· Handling vehicle allocation system.
·    Training new joiners about the operations.
·     Assigning work to subordinates.
· Initiating Sales Promotion activities.

· Handling Enquiry tracking system.
	Academic Record


· Bachelors Degree in Commerce from Calicut University in April, 2005
· Plus Two in Commerce from Kerala State Education Board in April, 2002 

	Computer & Technical Skills


· Proficient in Ms Office with Internet
· Programming languages : C, C++
	Professional Trainings


· Attended three days Induction Program “Selling@Maruti”
· Attended two days Sales Training at Maruti “Being the Best”

· Attended two days Sales Training at Maruti “Mpower” 
	Personal Details


Date of birth     :   30.May.1985
Gender              :  Male
Nationality        :  Indian
Marital Status  : Married
Languages        :  English, Hindi, Malayalam and Arabic( Basic)
Visa Status       : Employment.

Availability 
  : Immediate


	Declaration


I hereby declare that all the above-mentioned details are true and correct to best of my knowledge and belief.
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