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Performance drivenpersonel with over 17 years of experiencein FINANCE AND AUDITING.Seeks a challenging position in any oriented organization, having a culture of teamwork & having excellent opportunities for individuals’ professional growth where I can utilize my experience and my skills. I am confident that if given an opportunity, I can contribute my best to achieve an organization’s objectives and goals. 

Performance Appraisal: 

· Good in Communication - oral and written.

· Maintains good customer relationship.

· Accurate in Cash Handling

· Handles various responsibilities at a time.

· Very Dependable, punctual and requires minimal supervision.

Received Recognition for Living Our Value of Reliability from Al Tayer Group


PROFESSIONAL EXCELLENCE
AL TAYER GROUP OF COMPANIES, DUBAI, UAE.


Sr. Payroll Accountant
April 2007 till date.
The Group operates leading, quality-focused businesses in automobile,logistics sales and service, luxury and lifestyle retail, perfumes and cosmetics distribution, engineering as well as interiors contracting.  I am assigned with this group for investment companies Including DANZASfrom 2007 to maintain and update personnel records for more than 2800 employees. My duties are:-

· Connect with the workers related to the calculation of their duty hours or attendance sheet.
· Maintain the financial records by collecting, calculating and preparing documents and ensure that all JVs are posted and input information is consolidated and sent to IT for uploading information in JDE
· Update the files of employees if there is a change in their paycheck due to change in their hourly rates or increased salary figure.Prepare summary of every employee’s earning and in that report, list his basic pay and deductions, leave administration, Pension computation and timely transfer of salary through Smart Business.
· Attend all the meetings and conferences when the company wants to change policies and strategies.

· Prepare monthly payroll schedule after discussion with team members to ensure timely monthly attendance closing and payroll processing for local and offshore employees.
· Provide routine and on call reports to finance –JV's, provisions, cost center etc. and data, analysis, reports to the HR & management as and when required.

·  Prepare reports and document as per requirement of the internal and external auditors.
· Processed monthly payrolls, calculate full and final settlements, Advance reconciliations.
· Updated employee wage information, deductions, direct deposit, and insurance changes.
My duties have honoured me in receiving Recognition for Living Our Value of Reliability from Al Tayer Group.
SOFITEL CITY CENTRE HOTEL AND RESIDENCE, DUBAI, UAE
(Majid Al Futtaim Group of Co's )

General Accountant cum Payroll Accountant- Jan2006 to March 2007.
Accounts Payable supervisor-Nov 2003 to Dec 2005

FAUSHON, DUBAI, UAE
 (Majid Al Futtaim Group of Co's)

Financial Accountant cum Cost Controller
Aug 1999 to Dec 2002
M/S SANDEEP BHATIA & Co.Chartered Accountants, New Delhi, UAE
Article Clerk

May1995 to May1998
Total Responsibilities Handled:-
· Maintained Accounts Payable and Accounts Receivable filing systems, filled Ledgers and kept track of output and input Value Added Taxes.

· Was responsible for Fixed Assets accounting; depreciation calculations and Deferrals.

· Managed and tracked inventory, prepared periodic and quarterly inventory reports.

· Prepared various journal entries for the period-end closing.

· Resolved discrepancies and performed periodic and quarterly accounts reconciliation.
· Negotiated payments from outstanding accounts.

· Vast supervisory experience in high volume Accounts Payable environment. 
· Profound knowledge of Accounts Payable processing. 
· Skilled in using automated invoice processing and approval routing tools. 

· Extensive knowledge of reviewing and processing vouchers, credits, receipts and payments. 
· Audited - Banks, Companies, Financial & Educational Institutions.

· Job Includes Internal Audit, Revenue Audit, Tax Audit, Project Evaluation.

EDUCATIONAL AND ADDITIONAL QUALIFICATION
· Good Proficiency in CIVIL SOFT- Payroll System, JD Edwards-AS400, Sun System ( MS Office), Fidelio F& B, Fidelio Catering  Front Office, Fidelio Back Office and Macro point of sale system (Micros8700)

· Cleared 1st Group Intermediate  CA Examination Nov1998.
· B. Com Hons( Bachelor of Commerce ) from BinovaBhave University HazariBagh – March 1995.

PERSONAL INFORMATION

Date of Birth
:
02nd January 1973
Gender 
:
Male
Civil Status
:
Married
Nationality
:
INDIAN
Religion
:
Muslim
Language
:
Hindi, English, Urdu.
Date of Expiry

:
20th May2019
Visa Status

:
Employment 

DECLARATION

I hereby solemnly declare that all the above furnished information are true to the best of my knowledge and information.
[image: image1.png]


[image: image2.png]









