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Accountant

Worked from 03/06/2005 to 02/10/2014 in Qatar
Right now in Dubai on visit visa.
Visa Status : Visit Visa
Nationality : Indian
A confident and dynamic professional with almost 17  years of experience. Seeking a challenging role with a reputed frontline organisation.

PROFESSIONAL SNAPSHOT

· Currently working with Khalid Bin Abdullah Al Mana Est. Doha Qatar. 

· Total relevant experience (Accounts) 17 Years. (10  years in Qatar and 7 years in India)

· From June-2005 to  October- 2014  in Kalid Bin Abdullah Al Mana Est. Doha Qatar.
· From April-1998 to March-2005 in Indu Arts Frame , Mumbai, India.  
KEY DELIVERABLES

· Daily routine works

· Making of invoices

· Handling petty cash

· Filing

· Review and set of invoices for payment

· Produce daily and monthly reports

· Perform the billing system

· Follow  to customer  for non payments, delayed payments and other irregularitiesf of payments

· Cash and cheque deposite into bank ,maintain the records  of bank deposits

· Our company  in Qatar having different project in government sector,so having  the ability of multi tasking between multiple of projects and tasks of the company.

· Preparation of salaries over 800 people,working in different project.
· Strong reasoning ability, critical thinking skills
Ability to multi-task and manage competing deadlines
Effective written and verbal communication skills
Ability to work in a team environment.
Conversant in MS Office, especially MS-Excel 
· Responsible, process and recording supplier's payments
· Responsible and maintain supplier's postdated cheques issued to suppliers
· Responsible and maintain records into system and supplier's files (PDC List, Payment Vouchers)
· Responsible, maintain and reporting supplier's aged payable file
· Responsible for Petty Cash transactions i.e. examine each petty cash purchase approval, nature, recording into system
· Responsible, process and recording from customers receipts
· Responsible and maintain customer's postdated cheques and receipt vouchers

· Responsible for recording customer's receipt transaction into system and customer invoices File
· Responsible, maintain and reporting Customer's Aged Receivable file
· Assist & Interact with HR & Operations in implementation of policies and procedures
· Coordinate with External, Internal Auditor 
· Assist in Payroll preparing and data gathering for advances, overtime, deductions, attendance and keeping records.
· Other day to day work as requires by management
· Producing information for management accounts
· Role reports into the Finance Manager
ORGANIZATIONAL EXPOSURE

Present Employer:  Kalid Bin Abdullah Al Mana Est. Doha Qatar.
Designation:            Accountant 

Company Profile :   Transport,Trading and contracting 

PROFESSIONAL QUALIFICATIONS

· Bachelor in commerce (B.Com) from Burdwan University, West Bengal, India  in 1991.

· Higher secondary from West Bengal council of higher secondary education in 1988

· Madhayamik Pariksha (Matric) from West Bengal board of secondary education in 1985.

Subjects in B.Com  :   
Accounting & Finance Group :– Accountancy, Advance Accountancy & Banking Theory & Practice, Auditing.

Business Group :-  Business Organisation, Business Law, Government in business.
Economics Group :- Economic Theory, Resources and Economic Planning, Economic Development of India.
IT SKILLS

· Diploma in information systems management from Aptech.Durgapur,West Bengal.
· Computerised  business application.(Aptech)
· Concept of information processing. .(Aptech)
· Diploma in office automation and internet operation from Progressive commercial institute (Computer Division), Andheri (W), Mumbai. (Especially in MS-WORD, MS-EXCEL, MS-POWERPOINT, INTERNET) 
· Completed the course on Tally from Brainware Computer Academy,Asansol, Kolkata, West Bengal.
STRENGTH
·  Excellent communication, team building & leading, Presentation skill, selling skills, analytical skills with the ability to work in a fast paced and challenging environment.

· Team player, Personable, Can do attitude.

· Strong communication skills, have the ability to communicate confidently with people at all levels of the organisation.

PERSONAL INFORMATION
· Date of Birth

:             17/10/1969

· Gender

               :
Male

· Nationality

               :
Indian

· Marital status

 :
Married

· Languages Known
               :             English, Hindi and Urdu.
DECLARATION
I here by declare that above information given by me is true to the best of my knowledge and belief.
