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RESUME
 JAFFAR           
 jaffar.24492@2freemail.com 

Mobile: Whatsapp +971504753686 / +919979971283


Objective:

Seeking associated with challenging and responsible career in a reputed organization that offers professional growth, utilizes my acquired knowledge, experience, skill and talent, provides advancement opportunities for learning and to be part of a team with latest trends.
Professional Experience: (9 years’ experience in UAE)
PIH Services ME Ltd, Dubai, UAE 






Accountant, Oct, 2008 to Oct, 2016
(Stanley Inspection, Stanley Oil & Gas, 

SBU at Stanley Black & Decker) 
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(www.stanleyinspection.com)
Horizon Engg. & Marine Services. LLC, 
Accountant,
June, 2007 to Feb, 2008
Sharjah. 
Al Musallah Real Estate, Sharjah.                              Accountant, July, 2006 to May, 2007

IEMHS School Pallikere, Kerala, India                     Accountant, Sept, 2004 to May, 2006
Under Tax Consultant, Kerala India,                        Accountant, Sept, 2003 to Aug, 2004.

Academic Qualification:

· M. Com (Finance), Calicut University

· B. Com (Co-Operation), Calicut University

Technical Qualification:

· Experienced in working on  ERP (Microsoft Dynamic SL-Solomon Professional)

· Tally 7.2 Version

· COPA (Computer Operator & Programming Assistant. N.C.V.T, Govt. of India)
· Ms-Office 
Additional Qualification:

· Enrollment as Sales Tax Practitioner 
Description of Job Responsibilities:

· Preparation of Bank Reconciliation statement.

· Process monthly payroll, leave settlement and final settlement
· Preparation of Monthly MIS Reports ( Schedules of Prepaid Expenses, EOS, Leave Salary, Leave Ticket, Cash Flow statement, PDC details, Advance paid details, Accruals, Provisions, Other Income, Employee Advances details, AR ageing , AP Ageing)
· Prepare the supporting document for submitting Letter of Credit to the bank

· Prepare the Black Line supporting document to online updating
· Perform research, reconcile cash and bank accounts and resolve issues.

· Prepare provisional payrolls and payroll entries
· Analyze aged receivables on monthly and assign the collection targets to the region and forwarding the weekly report to the management.

· Managing petty cash and issuing/checking cash and expenses report for staff.
· Managing the receipts and deposits of cash and bank transactions

· Maintain files on account receivables and update records as required 

· carried out month-end close responsibilities
· Assigning entries to proper accounts 
· Making of invoices

· Handling day to day office work
· Filing & documentation of records

· Update staff data and keeping register

· Update and maintain monthly sales tax returns

Personal Profiles:
 


Gender
: Male
Marital status
: Married 


Nationality
: Indian

Religion
: Islam 

Languages know
: English, Hindi, and Malayalam
Visa status
: Visit visa

               Declaration

I hereby declare that above mentioned matters are true to the best of my knowledge and belief.
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