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                         Nasrullah

E-mail: nasrullah.19124@2freemail.com 
SUMMARY OF CAPABILITIES

Admin/Accounts/Secretarial with an extensive background in all facets of Accounting, Forex, Insurance, Customer Relationship Management, Imports, Exports, MIS, Documentation, and Credit control, Human Resources/ Travel arrangements, Auditing.  Meetings / Finance / Banking / Costing and Budgeting. Highly conscientious and detail-oriented professional with strong problem solving capabilities. Excellent interpersonal, communication and leadership skill.

EDUCATION

: Xth Std. – Anglo Indian High School Exam in 1985 

                                      thru St.Mathia’s – Anglo H.S.S. – Chennai.

                                      XIIth Std. - State Board thru St.Johns Group Shool-

                                      hennai (87%) state rank producing school. (1985 – 

                                       1987)

                                      BCS -Bachelor of Corporate Secretaryship (1987-

                                      1990) The New College, Chennai thru University of 

                                      Madras,India

                             
  M.Com-Master of Commerce. (1992-1995) Madras 

                                      University, India.

PROFESSIONAL 
     : 
  MBA-Master of Business Administration

COURSE                      Madurai Kamaraj University – India

Computer Course
    : 
 DCA-Diploma in Computer Applications

Accounts Package    :
 Tally 5.4, 6.3 & 7.2, Knowledge of ERP package

PROFILE

Currently working as the head of Office Administration/Accounts department the total responsibility which includes but not limited to

Admin & HR Functions:

· Manage Complete Administrative / Staff Record, updating the files / software on daily basis (UAE & Overseas).
· Looking after the in-house administrative job of the company, which include liasioing with junior level staff and management and other routine office administrative works & HR functions.

· Office Documents: Updating License, Chamber of Commerce, Municipality, DEWA, Etisalat.

· Employees’ Medical insurance management for the entire regional office / Management of local suppliers.

· Apply & update visit visa / Checking and tracking the visa usual, medical report, visa expiry, arrange and monitor accommodation facilities and updating the records.

· Booking of air tickets and handing over / Collect time sheets, prepare salary for the staff & all field personel.

· Correspondence: Fax & Letters for Clients, preparing purchase orders, shipping documents, Bank L/Cs’, Office supplies, Security passes etc.

· Receiving enquiries, preparing quotes and ensure the receipt of quote by Client.

· Upon contract receipt, convert enquiry into contract and update the accounts department with value and payment terms.
· Raising LPO with suppliers and follow up of the same until delivery.

· Supervise and control the company accommodation (UAE).

· Physical handling of Passport’s and important company documents.

· Updating Insurance: Third party, Workmen compensation, Marine, Fire and Peril, contractual basis cover notes etc.

· Public Relations: Immigration, Labour department, collection of security passes.

· Office maintenance: Maintaining achieves, computer maintenance / Tel / DEWA / Trashco.

· Arranging trucks for inland and overseas shipment

· Invoicing / updating sales Invoice Register / Monthly Utility Bills Payment.

· Purchase Orders / updating purchase order registers / Work Orders / Typing the letters / Applying Online – Visa.

Accounts:

· Banking operation of the company / Communicating and making ageing analysis of the Payables.

· Preparation of projected cash flow statements on fortnightly basis / Cash management and disbursement

· Monitoring the day to day entries of journal vouchers and petty cash vouchers.

· Credit control, commercial/checking all cash and purchase invoices

· Monitoring of the work in progress of the job and invoicing the same to the Clients.

· Verification of General ledger and inter company/regional office reconciliation.

· Reconciliations of Bank Accounts and all Company Accounts.

ORGANIZATIONAL DETAILS

   1)  Period 


:   1990 – 1995 (5 years)

   Employer

:   M/s. Twins International – Chennai.

   Designation

:   “Executive”.
Job Responsibilities 
: 

· Reporting on time cost / staff cost

· Profitability of Clients

· Preparation of Receivable and payable ageing analysis

· Accounts payable and accounts receivables

· Month end salary preparation

· Monitoring the advances and loans of staffs

· Preparation of end of service benefits, annual leave

· Management of medical insurance, general insurance & life policy

· Monitoring the leave and attendance of staffs

· Manage complete Administrative / Banking operation of the company.

· Management of complete payable of the overseas suppliers.

_____________________________________________________________

2) Period 


:  1995 – 1997 (3 years)
Employer


:  M/s. TLV Finance & Investments Ltd-

                                     Chennai.

Designation

:  Sr. Administrative / Operations In charge
Job Responsibilities 
:

· Communicating and making ageing analysis of the payables

· Monitoring the ageing report and updating the same for receivables

· Communicating the with the debtors and arranging meeting with the same

· Participating and assisting in Audit work

· Monitoring the Bank O/D limits

· Preparation of cash flow statement on periodic basis

· Preparation of necessary documents, agreements and other mandates, dealing with bankers, and liaison with various regulatory bodies

· Looking after the leasing and hire purchase activities of the company, preparation of necessary documents, agreements and other mandates, dealing with other merchant bankers, brokers and liaison with various regulatory bodies like SEBI, Company Law Board.

· HR Functions.

3)
Period 


:  1998 – 1999 (2 years)

Employer


:  M/s. ETA Ascon - MNC, Dubai- UAE.
Designation

:  Sr. Executive – Admin / Accounts.
Job Responsibilities 
:

· Looking after the in-house administrative job of the company, which include liasioning with junior level staff and management and other routine office administrative works & HR funtions
· Credit control / Forex/ Insurance / Imports / Reconciliations.
· Communicating and making ageing analysis of the payables.

· Monitoring the ageing report and updating the same for receivables

· Participating and assisting in Audit work

· Monitoring the Bank O/D limits

· Preparation of necessary documents, agreements and other mandates, dealing with bankers preparation of trial balance and reconciliation’s/Cash disbursement
· Issue of the letter of credit and monitoring the movement of goods arrival.

_____________________________________________________________

4)
Period 


:  2000 – 2003 (3 years)

Employer


:   M/s. Forward Shoes & Leather Pvt.Ltd.-

                                     Chennai,India 

Designation

:  “Asst.Manager”- Admin / Accounts.
Job Responsibilities 
:

· Cash management and disbursement

· Employees Medical insurance management for the entire regional office

· Monitoring the day to day entries of journal vouchers and petty cash vouchers

· Credit control, Commercial / checking all cash and purchase invoices

· Monitoring of the work in progress of the job and invoicing the same to the Clients.

· Verification of general ledger and inter company/regional office reconciliation

· Management of local suppliers

· Issue of Bank Guarantees, shipping guarantees.

· Exports & Imports & Forex / HR function / Bank Reconciliation.
_____________________________________________________________

5)
Period 


:  2003 – 2005 (2 years)

     Employer


:  M/s. Bindawood & Company- Saudi Arabia.
Designation

:  Operations –cum-Admin.Incharge.
Job Responsibilities 
:

· Reporting on time cost / staff cost. Profitability of Clients

· Preparation of receivable and payable ageing analysis, accounts payable and accounts receivables

· Customer services/insurance/exports/imports.logistics/HR
· Month end salary preparation, monitoring the advances and loans of staffs

· Preparation of end of service benefits, annual leave, management of medical insurance, general insurance & life policy

· Monitoring the leave and attendance of staff

_____________________________________________________________

6)  Period 

:  Dec. 2005 to May 2008.

Employer


:  Worked at Gulf Turrets LLC. (an 

                                     MNC Construction Co.)   

Designation

:  “Sr. Executive” – Admin / Operations
Job Responsibilities 
: 

· Preparation of MIS Report:

· Reporting on time cost / staff cost

· Profitability of Clients

· Preparation of Receivable and Payable ageing analysis Accounts payable and accounts receivables

· Customer services / Insurances/ Imports/MIS/HR functions
· Checking monitoring the payroll of the company

· Month end salary preparation

· Monitoring the advances and loans of staffs

· Preparation of end service benefits, annual leave

· Management of medical insurance, general insurance & life policy

· Monitoring the leaves and attendance of staffs.

· Bank & Company Accounts Reconciliations.

PERSONAL DETAILS

Date of Birth


-
 31st October 1967

Marital Status


-
 Married

Languages known


-
 English, Hindi, Urdu, Tamil



                
 Knowledge of Arabic & French 

Visa Status                             -           Visit Visa
Salary drawn / expected &       -           AED 6000/- / 7,500 to 9,500/-.

Required time to join               -           Immediate.

If, I am privileged to get an opportunity to serve in your esteemed organization I assure you Sir, that I shall endeavor to discharge the duties entrusted to me to the best of my ability and to the entire satisfaction of my superiors.







