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Abdul Hassan Hilal Mohammed

abulhassan1@gmail.com
Kumbakonam

Tamil Nadu-India
	Sir/Madam
	

	This is to express my keen interest in exploring a challenging career opportunity with a well-established organization where my talents and experience can commensurate together with a creative approach.

Having completed  graduation in Master Of Business Administration- International Business do have several years of experience in Accounts/Administration


	PERSONAL
	

	Visa Status:                                  Visit Visa
Date of Birth: 

           5/4/1983
Nationality: 



Indian

Religion: 



Islam
Marital Status: 


Married 








	ACADEMIC
	

	Course

Board of Education

Year 

Institution

Post – Graduation

Master Of Business Administration – (International Business)
May 2013
Annamalai
University
-
Tamil Nadu,India
Graduation

Bachelors Of Commerce

May 2006

Manonmaniam Sundaranar 
University-
Tamil Nadu,India

Higher Secondary 

Central Board of Secondary Education

May 2003

New Indian Model 

School, Dubai

Secondary School 

Kerala Board Of  Education

May 2001

New Indian Model School, Dubai




	SKILLS
	

	Driving: 


Holder of Valid (Dubai-UAE) License.

Computers: 


Windows, MS-Office, Internet & Email.

Accounting Software: 
SAP, Tally, Visual Gold and Raymedi 
Languages: 


English, Hindi, Tamil.




	EXPERIENCE
	

	2012-Febuary’2015 Engineering Maintenance Co. (ETA Ascon Groups) Doha,Qatar  

Responsibilities as Project Assistant
Accounts Department 
· Cash Voucher Verification and Posting in SAP
· Managing Accounts Receivable and Payable
· Reconciling Bank Statement
· Invoice comparisons as per Local Purchase Order / Work Service Order & Letter of Award.

· Verification of Invoice, supporting Documents and posting as per Cost Centre in SAP

· Posting Assets entry and Provision Entry in SAP
· Managing accounts data Journal Entries in SAP 

· Preparing Cheques as per Vendors Credit period.

· Drafting Bank Corresponding letters (Cheque return, Facility Settlement, etc)

· Keeping record of Payments of all Utility Bills.

· Updating the records of company License

· Maintaining records of companies and Partner officials and personal documents
· Maintaining sufficient balance in various company accounts, checking online and keeping the senior authorities informed.
Cashier Responsibility 

· Daily updating of Cash and reporting to accounts team
· Making Payment and Receipt Vouchers.  

· Verification of Cash Voucher and paying Cash to the Individuals

· Requesting Cheques from Accounts Department and en cashing from Bank.

· Maintaining records of Inflow and Outflow of Cash.

· Deduction of Loans and advances paid amount from the employee Salary.

· Coordinating with accounts as per requirements.
Administration Department 

· Routine Administration Activity
· Updating the records of Employee related Data.
· Preparation of Manpower Attendance and Claiming from Clients

· Preparation of Consumable Bills and Claiming from Clients

· Submitting of Client Approved Manpower and Consumable Documents to Commercial Department for Collection process.
Purchase Department 

· Finding appropriate vendor based on product requirement
· Negotiating with vendors for Credit period.
· Placing Local Purchase orders and Work Service Orders as per request.

· Coordinating with vendor and Company Store for the delivery of Goods.
· Processing Invoices to the Accounts Department.
2007-2009 Aramex L.L.C (DUBAI)

   

Responsibilities
· Accounts Invoicing
· Airfreight Parcel Job sheet Costing 
· Land freight Parcel Job sheet Costing
· Dispatching Invoice
2005-2007   RARE EARTH FZE (SHARJAH)
Responsibilities
· Achieving Sales Targets 

· Day-To-Day Administrating Activities 
· Purchase and Sales of 22k Gold Ornaments
· Purchase and Sale Of  Loose Diamond 
· Handling Accounts – Visual Gold Software



Thank you for your time and consideration. I look forward for the opportunity. 

Best Regards,
Abdul Hassan
�








