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Objective 




To make a career in a professionally managed organization that makes the best use of my personal and professional strengths, allowing me to continuously learn and grow.



Professional Experience (Accounting & Admin)
I am working since Aug - 2011 in Ibrahim AbdurRahman Alouda Group of Companies , Authorized Dealer for Toyota – GM –Lexus cars as admin and Accounts manager, It is one of the Kingdom’s leading dealers of the Toyota – GM  – Lexus Motors with an average monthly sales of 700  cars and  average monthly purchase of 600 cars . 
   In this company I started my career as a cashier and in a period of 2 years I got promoted to Admin and Accounts manager

Principal Accountabilities:
· Supervise the activities of the accounting clerks, the treasurers, and the stock controller, banking activities,
· Responsible for the supervision and control of daily voucher, payables, receivables, old debts, payroll, and closing and generating analytical reports to.
· Responsible for the maintenance of the company's accounts tree in accordance with the generally accepted accounting principles.
Main roles and responsibilities:-
· Supporting all sections of the accounting department by duly inputting sales and purchase invoices, recording daily journal, recording movement of stocks among various branches
· Review all invoices and receipts.

· Review all supplier documents 

· Identifying and promoting cost reducing measures.
· Review all entries to the daily vouchers and sales invoices and purchase invoices

· Review all the activities of treasurer ( Cash and POS )

· Making the salary and incentives for all the divisions of the company

· Monthly closing the sales, purchase, income and expenses

· Generating analytical reports using MS Excel regarding company' profit / loss, sales / purchase, analyzing the company's performance for a given period of time.
· Maintaining proper level and mix of stock at all branches.

Key Skills: 

· Possessing very high level team management skills 
· Dedication towards completing the assigned task timely, accurately

· Able to make effective and efficient decisions
· Excellent communication skills 

· Ability to perform all accounting works in Arabic

· Maintaining the all documents in proper filing system 

Other Skills:
MS Excel - Advanced knowledge and working experience. Able to do all kinds of analytical reports. 

MS Word– Very Good in All kinds of works related to MS Word 

MS PowerPoint – I have made many presentations using MS PowerPoint for the organization I have worked for.

Accounting Software - Bazar Accounting Software both in English and Arabic language 

Languages: 
English – Excellent (Read, Write and speak)
Arabic –    Good (Read, Write, and Speak)

Urdu -       Very Good (Read, Write and speak)
Hindi –     Good (Read Write and speak)

Academic Qualifications:-

	Examinations
	Year
	Board/Univ.
	Percentage

	School Final(X)
	1994
	WBBSE
	61

	HS (Science)
	1996
	WBCHSE
	51

	BSC (Hons.)
	1999
	VBU
	61

	PGDM (Business)
	2005-2007
	AIMA
	65


Summary of Professional qualification:-

1)
Post Graduate Diploma in Business Management (2005-2007)

2)
Advance Diploma in Human Resource Development from Indian Institute of Commerce and Trade 

Summary of Coursework:
* Financial Accounting        
* Management Accounting

* Business communication.



* Marketing Management     
* Business management.
* Human Resource management

	Personal Details
	

	Date Of Birth 
	15th March 1979

	Place Of Birth  
	Asansol, India

	Marital Status 
	Married

	Sex
	Male

	Religion 
	Islam

	Nationality 
	Indian                


Previous Work Experience
· Worked as Sales leader for HD consortium in India

· Worked as HR Coordinator in FirstSource Solutions Limited,
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