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Curriculum Vitae





Highlights Of Professional Experience





Skill Set





2011 - 2013





2007-2010








2003 – 2006





2001 – 2003





























Academic Qualifications





Specialization in HR





MBA – HR (Master of Business Administration) 


University/Board: Bharathiyar University , Coimbatore, INDIA


Mcom (Master of Commerce) (finance)


University/Board: Madhurai Kamaraj University ,Madhurai ,India


B.COM (Bachelor of Commerce with -operation)


University/Board: Calicut University, INDIA


Plus Two (Commerce and Accountancy) Higher Secondary Certification.


University/Board: Higher Secondary Education Board, Kerala.











Principles of management and organizational behavior


Accounting and finance for managers


Human resource management


Quantitative techniques & Research methods for management  


Personnel management concepts


Methodology of training & development


Industrial relation, compensation management





Seeking a challenging position that will utilize my knowledge in a variety of field including accounting procedures, administrative functions and reception management; To join in a company where both my qualification and technical skill can promote development contributing to a higher level of achievement both to my career and to the company.


Flair for Accounts with 7 years and 8 month experience which had molded me to Analyze, Perceive and Deliver best results in any challenging opportunities entrusted to me. Dedicated, focused, energetic and analytical professional with a masters degree in business administration. Seeking a position as an accountant, business analyst, financial analyst, or similar role. Experienced in high volume financial reporting, enhancing processes, strategy, budgeting, profit and loss analysis, variance analysis, forecasting, and communication, recognizing new opportunities, management and more. Quick learner, self motivated with team player experience.


Ability to plan and prioritize work activities effectively.


Can handle multiple projects or activities effectively.


Excellent Computer skills.


Problem solver with good commonsense.


Ability to work independently in accordance with defined process.


Flexible attitude and team player leadership.


Ability to accept challenging tasks. 


24 Hrs availability on duty incase emergency. 
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CV No: 1145262


Mobile: +971505905010 / +971504753686 





To get contact details of this candidate,


Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com


�HYPERLINK "http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc"�http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc�  














 





  


Randathani, kottakkal, kerala ,India                 


Designation: Senior accountant 


Duties & Responsibilities:


Prepare and Rising Computerized entries through using Tally ERP 9


Handling petty cash and filing all supporting bills.


Prepare monthly reports such as MIS and Receivables report and it is reporting to the Head office . 


Cash checking through systematic and manual, verifying. 


Providing Invoice to the customer for collecting checks or cash


Preparing and maintaining the petty cash book and ensure it is up to date and reconciled monthly to the cash float, that all expense claims are supported by appropriate documentation and authorized signatory.


Prepare various financial statements related to the accounting department such as invoice sheets, receipts, credit statements and expense accounts.


Make journal entries into respective journals and ledgers from time to time perfectly.


look in inventory to ensure  the match of purchase orders and receipts


the checks and drafts of company that they  are archived and organized in a systematic manner


keep  track of all financial dealings of the company on a daily basis


Ensure that all cheque payments are supported by authorized invoices.


Assist in closing off the sales ledger at the month end, running statements


Providing assistance to the Deputy FM in a variety of undertakings


Supervise, manage or train other staff members.


manage computerized entries


use word processing, spreadsheet,  presentation software to prepare reports, memos, letters, financial statements and other documents


develop or maintain a records management system (including classifying and coding electronic and hardcopy files)





Working Experience


01-10-2008 to 11-12-2013








Smart accountant


Description: Manual Accounting Essentials, Statutory and Taxation, Tally, Peachtree, QuickBooks/DacEasy,Peachtree. etc


Institution: INFOTECH SOLUTION  KOTTAKKAL


PGDCA Post Graduate (Diploma in Computer Application)


Description: PC Operations - Ms – DOS, Windows 2000/XP/Vista/Windows 7, Microsoft Office Tools   Ms – Word, Ms – Excel, Ms – PowerPoint.etc, Internet, E- mail, Browsing, E-mail, Chatting, Programming Logic & Practices, Programming in Visual Basic.


Institution: Relent cyber college  (


GDIT (Graduate Diploma in Computer technology)


Description: Installing, Configuring and Administering Microsoft Windows XP, Windows XP, Windows 7. Managing and maintaining a Microsoft windows server.





Technical Certification























 








train staff members in computer applications and troubleshoot hardware and software problems


handle basic bookkeeping duties such as accounts payable and receivable and the reconciliation of accounts


operate office equipment such as fax machines, photocopiers and computer scanning equipment


Make item journal against system invoices and keep inventory as up to date.


In-depth knowledge of using Microsoft software.


Document verification and filing documents


Effective Relation with other department like, sales dept, Engineering, Marketing Dept etc


Journalizing cash book transactions.


Preparation of Weekly funds flow statements / Weekly forecasting of payments & collections. 


Reconciliation of all bank statements and make proper follow up on the outstanding issue.


Reconciliation of all bank statements and make proper follow up on the outstanding issue.


Supervise & follow up with the payable team and receivable team for payment and collection as per Weekly forecasting.


To coordinate with bank for routine matter as well as issue.


Supervise journal, bank receipts / payments and petty cash voucher.


To ensure timely and accurate processing of security deposit refunds.


Document verification.


Maintaining Petty Cash.


Reporting to the Management regarding daily financial position.


Preparation of monthly revenue & expenses report.


Preparation of variance analysis monthly report for head office.


Coordination of annual audit and half yearly review with auditors.


Responsible for handling pay role, annual leave settlement, full& final of staffs & labours.


Assist auditors & give explanation for their questions


Rahmani Secondary  school


Randathani,Kerala, India 


Designation: Accountant


Duties & Responsibilities:


Preparing  cash book transactions.


Preparation of Weekly  of payments & collections. 


Supervise & follow up with the payable team and receivable team for payment and collection as per Weekly forecasting.


To coordinate with bank for routine matter as well as issue.


Supervise journal, bank receipts / payments and petty cash voucher.


Document verification.


Maintaining Petty Cash.


Reporting to the Management regarding daily financial position.


Preparation of monthly revenue & expenses report.


Preparation of variance analysis monthly report for head office.


Coordination of annual audit and half yearly review with auditors.


Responsible for handling pay role, annual leave settlement, full& final of staffs & labours.


Assist auditors & give explanation for their questions.


Effective relationship with other department.


India Concord India L.T.D, Bangalore. India


Designation: Accountant 


Duties & Responsibilities:


Involved in accounting works such as ledger creation manually and by using computer software.


Preparing weekly and monthly reports.














          








2006 April – 2008 Oct








Technical Skills





Linguistic Proficiency





Operating Systems: MS-DOS, WINDOWS (98/2000/XP/Vista/7)


Office Applications: MS-Word, Excel, Power Point, Word, etc.


Accounting Programs: tally, Peachtree and Daceasy, Tata Ex


Graphic Application: Adobe Photoshop, Adobe premiere, Ulead video studio


Administration Skills: Installation, configuration, and maintenance of PC hardware including desktop computers, printers, scanners, Modems & network Printers


Professional Software: Tally ERP9.


Speak: English, Hindi and Malayalam


Read: English, Hindi, Arabic and Malayalam


Write: English, Hindi, Arabic and Malayalam











Declaration


I certify that all the information furnished true and correct with my best knowledge and belief.








20-04-1985


Indian


Muslim


Married


Visit Visa


India 





Personal Detail


Date of Birth


Nationality


Religion


Marital Status


Visa Status 


Driving license





Nizar Kinangattil





Hamza


15-March-1986


Indian


Muslim


Married


G4263860


31-July-2007


30-July-2017





 Company Visa


UAE, Light Vehicle 





Personal Detail


Name


Father Name


Date of Birth


Nationality


Religion


Marital Status


Passport Number


Date of Issue


Date of Expiry





Visa Status 


Driving license








