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THOUSEEF

Thouseef.250487@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
Visit Visa
PERSONAL SUMMARY:
An adaptable, resourceful and enthusiastic accounts assistant who has extensive experience of having a wide level of general responsibility for monitoring and reconciling a company’s accounts. Who has the ability to apply his accounting knowledge and experience to a diverse range of financial issue.

Achievements
· Proved to be one of the top employees who submitted every due report before time.
·  Acted as the most trusted and skilled point of contact for all internal cash management inquiries.
· Made major contributions through suggesting and implementing process improvements for audits.

WORK EXPERIENCE:
R.R Donnelley
Financial Associate                                                           August 2014 –July2015
· Analyze financial statements and disclosures of US companies and complete

· To work on US GAAP based financial reporting process. Map financial data and disclosures reported in annual and quarterly reports

· Sound understanding of the client's proprietary tool

· Ability to process regular as well as customized client requests

· Deliver work requests on-time and with high quality in line with the agreed service levels

· Ability to effectively communicate on work request status and/or issues verbally or via email to the SME, Manager on shift and client where applicable

Nazer Associate 

External Auditor                                                                          March 2013- Feb2014

Involved in working within a financial accounting team and responsible for preparing, examining, and analyzing accounting records, financial statements, and other financial reports.
· Using automated accounting systems for data input and to obtain reports.

· Responsible for maintaining accounting ledgers and performed account reconciliation.

· Handled work related to monthly billing and sales reports.

· Carried out payroll processing tasks for over 100 employees.

· Preparing Expense summary

· Worked with team members in tasks such as updating general ledgers and journal.

· Provide significant help and support to senior professionals to review a corporation's internal controls and procedures

· Maintaining Petty Cash.

· Payment follow-ups.

· To maintain records of payment information.

· Maintaining the invoice data

· Establish working relationships with company's staff.
· Prepare trial balance and balance sheet.

· Avoiding outstanding expenses and managing the petty cash.

· Accurately and promptly processing documentation.

· Supporting senior management in specific investigations into departmental.

· Investigating outstanding items and resolving financial discrepancies.

· Preparing annual financial statements.

· Carrying out any other accounting related duties as assigned by the Accounting management.

· Collecting raw financial data.

· Conducting regular business reviews of financial performance.

· Supporting team members on all accounting issues.

· Reviewing the company’s financial systems.

· Prepares journal entries, cash, and inter-fund transfers.
· Greet customers as they arrive and direct them to merchandise they need
• Assist customers with buying decisions when required
• Operate cash register and adding machine in order to manage cash for sold items.
KEY SKILLS AND COMPETENCIES:
· Ability to effectively present financial information to all levels verbally and in written reports.

· Being accurate under pressure.

· Technical knowledge 

· Ability to perform analytical functions and resolve accounting issues.

· Considerable knowledge of modern office methods, practices, procedures, and equipment.
Technical Skills:
Well versed with MS office (MS Word, MS Excel, MS PowerPoint)
 Experienced in working on Tally 9.0, Internet Savvy

ACADEMIC QUALIFICATIONS: 
Bachelor of Commerce from Islamiah College of Autonomous, Thiruvalluvar University in 2014 
· 12th from Mazhar Ul Uloom Hr. Sec. School (State Board) 
DECLARATION:  I hereby declare that the above information furnished is true and correct to the best of my knowledge and belief.                                                                                                                              Place: Dubai                                                                      yours faithfully
Date 
                                                                                   THOUSEEF 
