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Send request to cvdatabase @ gulfjobseekers.com
PROFILE SUMMARY
Competent and results‐oriented professional with 4 years experience in Finance and Accounting. Proven expertise in management of receivables, Payables and Preparation of Final Accounts. Ability to pinpoint errors and discrepancies to prevent repetitive and unnecessary costs. Seeking middle level assignments in Finance & Accounts and Order Management with an organization of repute.
KEY RESPONSIBILITIES
· Prepare financial statements. 
· Prepare monthly account reconciliations. 
· Analyze revenues, commissions and expenses. 
· Facilitate and complete monthly close procedures. 
· Payable/Receivable/Book keeping. 
· Prepare reports of sales, commission and target on a monthly basis. 
CAREER PROFILE
	Company
	:
	Able Facilities Management LLC

	
	
	Mr. Naif Saleh Al Rajhi is the Founder and the Chairman of ABLE

	Details
	:
	Dubai. UAE,

	Position
	:
	General Accountant

	Experience
	:
	Since March 2015 to Present


ACCOUNTS RECEIVABLE & CREDIT CONTROL
Prepare customer's statements, bills and invoices Generate weekly aging reports 
Follow up with Customer for the payments before the due date. Receipt and Journal entries passing to Acc software 
	Company
	:
	AL KHAJA GROUP (Hospitality and Retail)

	
	
	Established in 1986 is one of the UAE’s leading business

	Details:
	
	Dubai. UAE, Web: https://www.alkhajauae.com

	Position
	:
	Senior Accountant

	Experience
	:
	Since February 2013 to February 2015


ACCOUNTS PAYABLE
Verifying the Purchase Request with material requisition and approval & collecting Quotes from Different Vendors. 
Preparing the Purchase Order against quotation and after necessary approval forwarding to Suppliers 
Collecting the invoice from suppliers and passing the J.V for non‐inventory transactions Preparing and maintaining monthly schedule for all suppliers with aging analysis 
Preparing monthly reconciliation for all suppliers 
Making payments for Suppliers approved by the Management Making Utility Payments ‐ DEWA,SEWA,ADDC and Etisalat 
ACCOUNTS RECEIVABLE & CREDIT CONTROL
Verification of the Invoices prepared by billing section and forwarding the customers. 
Preparation of the statement of account on monthly basis with aging, bill wise and forwarding 
customers.
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Preparation of the monthly schedule of receivables on segment wise based on aging Follow up with Customer for the payments before the due date. 
BANK LEDGER HANDLING
Making Bank Payment Voucher along with the preparation of the Cheque. Controlling PDC Receivables and Payables and making necessary posting Making monthly Bank Reconciliation Reports 
Handling Cash, Cheque deposits and Control of fund movement of the company Preparation of fund transfer documents like TT and wire transfer 
IMPORT COSTING
Project costing and verification of invoices of the project Product costing and product pricing 
Verifying the documents including Invoice, Bill of Entry, Clearing and transportation Bills Preparing the Cost of Purchase in a specified format and forwarding for approval 
Verifying the goods receipt voucher with Cost Sheet and other related documents 
FINANCIAL REPORT & AUDIT RELATED JOB
Preparation of the Schedules, passing entries related to Prepaid/Accrual Expenses and allocation on monthly basis. 
Preparation and allocation of monthly depreciation and maintaining Fixed Assets Schedule Conducting the audit related work and procedures as per the instruction from management 
	Company
	:
	Malayil Foods Ltd

	Details
	:
	India

	Position
	:
	Accountant

	Experience
	:
	Since April 2012to Dec 2012


Collecting the invoice from suppliers and passing the J.V for non‐inventory transactions 
Preparing the Purchase Order against quotation and necessary approval forwarding to Suppliers Prepare manual cheques as and when required. 
Maintain listing of accounts receivable and payable. 
Proficiently handle full‐cycle accounts receivable for over 65 customers 
	Company
	:
	Account @Audit

	Details
	:
	India

	Position
	:
	Accountant

	Experience
	:
	Since June 2009to May 2010


· Verify that transactions comply with financial policies and procedures 
· Prepare, verify, and process invoices and coding payment documents 
· Verify that transactions comply with financial policies and procedures. 
· Prepare batches of invoices for data entry. 
ACADEMIC PROFILE
	Post‐Graduation
	:  MBA in Finance from Anna University, Tamilnadu, India.

	Graduation
	:
	B Com from Calicut University, Kerala, India.

	Computer literacy
	:
	DFA


COMPUTER LITERACY
Accounting Packages : MS Dynamic NAV, Tally and Accsoft Microsoft Office Packages – 
Microsoft Excel: Expert (VLOOKUP, HLOOKUP, Pivot Tables, Charts, Index/Match, SUMIF, COUNIF, Sort, Filters, Data Validation, Conditional Formatting). 
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TARGET JOB
	Target Job Title
	Accountant

	Career Level
	mid Career

	Target Job Location
	Dubai, Sharjah

	Target Industry
	Hospitality, Retail/Wholesale and Facility Management

	Last Monthly Salary
	AED 4500

	Target Monthly Salary
	As per company terms

	Notice Period
	20 days

	Reason for Leaving
	Budget cuts as a Reason for leaving


PERSONAL INFORMATION
	
	Date of Birth
	14‐05‐1988

	
	Age
	27

	
	Marital status
	Married

	
	Religion
	Islam

	
	Nationality
	Indian

	
	Driving License Issued From
	India

	
	
	

	
	Visa Status
	Mission Visa (No ban)


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