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CAREER OBJECTIVE

Seeking fulltime career in Finance and Accounts, having decision making abilities, self motivated hardworking individual with in depth understanding of emerging technologies and their commercial applications.   Proficient in ERP software, word processing, Advance excels sheet presentation & outlook.  

Experience

Company Name       :
 
Properties co.(Dubai).
Position              :

Senior Accountant.

Period                :

From November 2013 to Till Date.

Responsibility:

Monthly 

· Reconciliation and understanding of all balance sheet accounts and produce monthly financial statements and supplementary reporting as required 

· Utilize budgets and other tools to analyze variances and reconcile payments applied against major contract values.

· Monitor cash positions and anticipate future cash deficiencies

· Monthly bank reconciliations including follow up and correction of outstanding items

· Monitor and review monthly receivables for accuracy, adjustments, and/or corrections

· Ensure all tenant administration duties are processed per documentation as required

· Supply tenant analysis and statements of account as required

· Monitor and review accounts payable coding for accuracy

Annually

· Complete year end operating cost adjustments and tenant billings for assigned properties

· Responsible for completing accounting portion of assigned property budgets, annual business plan within assigned deadlines 

· Follow up on status of budgets throughout the draft, revised, and final stages to ensure completion within the assigned deadlines 

· Ensure new rental notices are sent to tenant for coming years operating budget prior to commencement of the operating year

· Assist in the preparation of supporting working papers and documentations for year-end audit process and tax filing process 

Other Duties

· Annual property tax invoicing for tenants that do not pay monthly

· New property set up, analysis, and follows up of outstanding issues as required

· Property sales– final operating statements, funds distribution, GST reconciliation, closing of bank accounts, and any other relevant closing duties

· Full understanding of all property specific processes and upkeep of pertinent information relating to specific properties

· Input / feedback for improving procedures and initiating quality and efficiency enhancements

· Efficient and effective communication, in a professional manner, with all HP employees

Experience  

Company Name:
 
M.S. Al-Suwaidi Industrial Services Construction Co (K.S.A). 
Position              :

Accountant.

Period                 :

From June 2006 to November 2012.

Responsibility: General Accounting.

· Monthly Bank Reconciliation.

· Entering petty cash vouchers in the system.

· Verification of petty cash voucher before reimbursement.

· Preparation of bank transfers and petty cash cheques for the cashier.

· Preparation of bank salaries cheques at the end of month 

· Preparing Month End financial Reports and year end financials reports.

· Preparing reports for external nine month audit and final Audit of the company. 

Responsibility: Accounts Payable
· Responsible for careful verification of Suppliers, Subcontractors invoices for processing payments, 

· Preparations of cheques based on matured invoices.

· Preparation of advance cheques and cheques on delivery.

· Responsible for Monthly preparation of supplier advances and retention reports in excel sheets.

· Attending supplier’s calls and updating them regarding their payments.

· Filing of documents as per the batches codes.

Responsibility: Fixed Asset
· Includes receiving of Capital Assets and Invoices from the Suppliers after careful examining.

· Creating asset master in JD Edward software and Providing Asset Numbers to the capital assets.

· Allocation of Assets to the departments or end user.

· Responsible for inventory of all departments on half yearly basis.

· Monthly Depreciation report running.

· Transfer and Disposal of Asset.

· Maintaining the documents and file properly.

Responsibility: Receivables

· Preparing Client invoices based on the job completion

· Monitoring revenue and preparing monthly work in progress.

· Following up with clients for outstanding invoices.

· Collection of advances and receivables from the clients and updating in the system.

Experience:
Company Name:

Sagar Seafood Pvt. Ltd.,
Position              :

Accountant cum admin Assistant
Period                :

From Dec 2002 to Nov 2005.

Responsibility includes 


· Preparing and maintaining various books of Accounts such as Sales, Debtors and  

      Creditors Register.

· Preparing vouchers, maintaining petty cashbook of the company.

· Preparation of Trial Balance, Profit and loss accounts. 

· Bank Reconciliation Statements.

· handling all the office administration works including drafting letter, financial       

      Statements 

Educational Qualification 
M.B.A. Finance from Al-Qurmoshi Institute of Business Mgmt in the year 2002

B.COM from Anwar-Ul-Uloom Degree College in the year 2000
Software Skills
· Oracle application Financials 11.i 

From I logic Institute at Himayatnagar, Hyderabad

Modules are Oracle General Ledger, Accounts Payable, Accounts receivable, Inventory, Purchasing, Order entry and system Administration.

· Diploma In Practical Accountancy 

Institute of Practical Accountancy

Tally, Focus, Ex-Next Generation.

· Diploma in Advance programming
5th Gen Computer Educations

MS windows, Oracle, Ms Office and outlook. 
Familiar with administrative work, Internet browsing, emails, banking matters etc.,

On the Job Training by company

Additional training provided by Alsuwaidi Company during probation period in

 JDEdward ERP software such as:-

· General Ledger,  Accounts Payable, Fixed Asset Module,  Accounts Receivable

· Subcontract Module and Advance Excel training

Personal Details

Date of Birth

:
31/Jan/1979

Religion 
 
:
Islam
Nationality

:
Indian

Marital status

:
Married 

License 

:
UAE, LMV 

Languages Known
:
English, Urdu, Basics of Arabic and Hindi.

VISA TYPE

: 
Employment visa 
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