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Objective

	· Seeking a position in Accounting/ Finance Department
· To contribute my efforts to achieve the goals of our organization
· To complete all my commitments on time

· Passion towards Work and punctuality and hard work.
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Career Field

· General Accounting Real Estate, Trading & Contracting (AR & AP)
RASHID AL MAJID TRADING & Real Estate (3+yrs experience)
· Preparation & Maintenance of accounts like General Ledger, Accounts Receivable & Payable Ledgers’, Day book, Cash & Bank books, etc.
· Preparation of Management Reports (Sales,Utilities,RPDC,Expense Reports)

· Preparation of LC & Follow up with Bank Representatives.

· Preparation & Transaction of Payroll (including WPS Purpose)

· Maintenance of Tenants reports and follows up Retuned Cheques.

· Monthly Accounts Receivable & Payable – Reconciliations
· Preparation of  Tenants reports in excel (vacate,expiry,renewal,returned cheques)

· Inventory Report update from storekeeper.

· Preparation of Sub Contract Payment

· Preparation and Maintenance of Annual Maintenance Contract
· Petty cash handling (Trading & Real Estate Divisions)
· Preparation & Maintenance of Various Registers & Schedules like Employees EOSB, Leave Salary, Fixed Asset Registers, Prepayments & accruals of expenses, etc.
· Proper filling of accounting documents with Confidential.
· Reporting to General Manager.
· Professional Experience 
1) December 2010 to till date:



As: Accountant

               Software: Tally ERP 9.0


In: Rashed Al Majid Real Estate, Trading & Air-conditioning


Nature of business:

· Trading & Servicing in Air-conditioning & Home Appliances

· Contracting of Air-conditioning

· Real Estate 



 Professional Qualification
Master in Business Administration (M.B.A) with specializes in Finance from Sikkim Manipal University.
           Completed a Project in Finance on Fundamental Analysis of Cement Associated                  Company in partial fulfilment of M.B.A Programme
Educational Qualification

Bachelor of Commerce (B.Com.), Osmania University -Hyderabad, India

Technical Skills

Training & Certifications:
· Certification in Accounting packages (Focus, quick books, project in Peachtree, and Tally 9.0) From American accounting school.

· MS – Office: Ms-Word, Excel.
· Six Months of theory & Practical Training for ORALCE FINANCIAL 11i
Languages Known



English, Urdu, Hindi
Personal Information
D.O.B.

:
10th June 1985
Sex


:
Male

Marital Status
:
Single
Visa Status

:
Employment (Transferable)
Religion

:
Islam

Declaration

I hereby declare that the information furnished above is true and correct to the best of my knowledge.

Yours sincerely,
           Dubai[image: image2.png]
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