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Gholam

Gholam.252805@2freemail.com  
POST APPLIED FOR:    
OBJECTIVE:  

Highly qualified, result-oriented, skilled professional and having more than 12 years experience in Finance & Accounts gained in large Petrochemical & Oil,  Automobiles and EPC (Engineering, Procurement & Construction) Companies in India & Middle East and proven record of dramatically improving efficiencies, now seeking a responsible and challenging position in a reputed organization where all professional skills and valuable experience can be utilized to the optimum level to facilitate continue career growth and to produce best result for the organisation.
EDUCATION & CERTIFICATION:
· Master of Business Administration in Finance & Marketing from Sikkim Manipal University, Gangtok,  India.

· Independent Accountant (Diploma in Accounts) from ICA, Kolkata, India.

· Post Graduate Diploma in Material Management from Jharkhand Institute of Material Management, Ranchi, India.

· Bachelor of Commerce (Accounts Honors) from Ranchi University, Ranchi, India.

And proficiency in IFRS (International Financial Reporting Systems), ERP Systems; SAP and MS-Office, Tally, Quick Books, Fact, Ace, Outlook and Internet.

PROFESSIONAL EXPERIENCE:
A. Accounts Senior Officer – July 2016 to Present
Seder Group Trading & Contracting Co., Saudi Arabia

B. Senior Accountant – July 2012 to June 2016
Barauni Petrochemical and Oil Refinery, India 
C. Accounts Executive - Feb 2008 to July 2012
Suhail Bahwan Automobiles LLC, Oman (NISSAN Oman)
D. Accountant – June 2004 to Jan 2008

Haldia Petrochemical & Oil Refinery, India
CAREER HISTORY:
A. Accounts Senior Officer – July 2016 to Present

Seder Group Trading & Contracting Co., Saudi Arabia

Company Profile:
Seder Group offer broad range of services in Saudi Arabia focusing on multitude core businesses like; Construction, Engineering, Operation, Maintenance, Comprehensive Facility Management, Environmental Services, Telecommunication, Steel Factory (Steel Fabrication & Cable Tray), Travel & Tourism etc.

Responsibilities:
· Supervise the accounting activities done by accounting staff and give necessary instructions when required.

· Perform day today processing and maintenance of Accounts Payable & Accounts Receivable and provide transaction related guideline to subordinate from time to time to maintain the accounts effective, up to date and accurate manner.

· Handle international processes surrounding the daily billing, collection, expenses, cash flow, fund flow, inventory, assets, payroll, settlement, cost controlling, journal ledger, month end closing.
· Assist in the development and maintenance of financial reporting systems to insure integrity of finances based on sound accounting procedures and controls.

· Prepare and execute appropriate bank transfers to meet expenses & requirements and maintain & execute subsidiary records and system entries.

· Review and authorize check requests and purchase order invoices and advise of potential over-expenditures or misappropriation.

· Reconcile bank accounts and verify the bank balance with the general ledger.

· Assist in the preparation of the annual working budget.

· Meet mandated publication and filing dates for financial documents.

· Prepare MIS Report to the management on monthly basis or when they required.

· Supervise all month-end and year-end accounting procedures including preparation and entry of journal entries for Accounts Payable, Accounts Receivable, Payroll and General Ledger computer systems.
· Ensure completion of regular safety inspections of office areas and equipment and provides assurances that all risk management practices are in compliance with district safety rules and procedures.

· Foster a working environment that promotes safe work habits.

· Keep the FC informed of issues and activities related to accounting systems.

· Ensure that written performance evaluations of supervised employees are completed as required, provide continuous feedback on personnel performance issues, and takes immediate action to recognize achievements and address deficiencies or problems.

· Seek customer and community input and investigates and acts upon requests, suggestions, and complaints concerning accounting policies and office operations.

· Lead and nurture a work culture that promotes open, frequent and dynamic communication among staff, stimulating teamwork to accomplish desired goals and objectives.

· Interact with internal and external auditors in completing audit.

B. Senior Accountant – July 2012 to June 2016
Barauni Petrochemical and Oil Refinery, India

Company Profile:
Barauni Petrochemical & Oil Refinery is the second oil refinery in the public sector in India and forms an important part of the Indian petrochemical industry.

Responsibilities:

· Prepared and delivered timely and accurate monthly, quarterly and yearly financial statements and daily cash management reports.

· Supervised the accounting daily activities and all its functions including Accounts Payable, Accounts Receivables, Collection, Cash Flow, Fund Flow, Payroll, Journal, Ledger, Cost Controlling, Reconciliation, Settlement, Inventory, Trial Balance, Profit & Loss Account, Balance Sheet etc.

· Tracked all company assets and liabilities. 

· Maintained files on loans, vehicles, and properties.

· Ensured timely payment of the company’s liabilities.

· Initiated and/or maintained professional banking relationships.

· Was responsible of the company’s cash management including internal and external transfers.

· Assisted the Finance Manager with implementing practices and procedures, and completing reports as required.

· Overseen the Chart of Accounts to accurately reflect cost center income and expenses and general and administrative expenses in order to ensure accurate financial reporting.

· Ensured that all company policies and procedures are adhered to by me.

· Ensured appropriate procedures for financial reporting, recorded keeping and documentation which maintains files in an orderly, accurate and current manner.

· Ensured the confidentiality of all Company records and documents.

· Promoted and maintained a positive work environment that shown concern and respect of all employees, vendors and clients.

· Motivated the accounting staff and encouraged them to progress and develop their skills and provided appropriate training to such staff when needed.
· Took any reasonable action necessary within my authority, to carry out the responsibilities of the position in a manner that is ethical and conform to sound business practices.
· Worked closely with the internal and external auditors, provided all requested details and reviewed their reports.
· Maintained and demonstrated professional and technical knowledge by attending seminars, educational workshop training sessions; reviewing professional publications; establishing personal networks; participating in professional societies; becoming involved in community events.
· Performed other duties as assigned or required.
C. Accounts Executive  – Feb 2008 to July 2012
Suhail Bahwan Automobiles LLC, Oman (NISSAN Oman)
Company Profile:

Suhail Bahwan Automobiles LLC is a multinational company and sister concern of the largest business group “Bahwan Group” of Oman and representative of the famous brand of the vehicles “Nissan, Renault, Infiniti, Mini Cooper” and In-house Financer in Oman and export to Middle East, Russia and African Countries.

Responsibilities:
After completing one year in Oman got transfer to Jordan with the responsibilities of Finance & Accounts and also Logistics & Material Management (including Coordination, Planning, Insurance, Documentations, Administration, Legal, Import, Export, Arrangement of Vendor / transporter for transporting the vehicles, Vehicle Inspection, Vehicle Receiving , Vehicle Releasing,  Warehousing / Inventory Control, Updating, Segregation, Storage, Protection, Preservation, Payments, Customer Handling, Report Generating etc).

For Finance & Accounts

· Maintained various ledgers, journals registers and other fiscal records; allocated revenues to appropriate functions; classified expenditures and posted to various accounts as required. 
· Performed day today processing of accounts payable and receivable transaction to ensured that municipal finances are maintained in effective, up to date and accurate manner.
· Reviewed and processed expense vouchers, invoices, and other fiscal documents for payment; reconciled various financial reports and other data concerning fiscal operations. 
· Reviewed, verified and recorded the collections from customers.
· Reviewed, verified and recorded the payments to the vendors.
· Prepared MIS Report to the management on monthly basis or when they required.
· Reviewed and monitored the documents related to invoices, DO, pricing etc.
· Maintained a caring, efficient, knowledgeable and effective interface with customers, follow up for collection.
· Chased overdue invoices by telephone, email & letter within agreed timescales.
· Deposited the collections into the banks.
· Liaised with the company bankers and ensured that necessary services are provided to both the centres. 
· Handled petty cash efficiently.
· Made inter branch reconciliation.
· Ensured maintenance of the books of accounts and register in accordance with the company act and company policy in this regard.
· Set and implemented Insurance Policies for all company’s staffs, properties, goods and others.
· Reported to DGM – Finance, VP & GM.
· Interacted with auditors in completing audit.
For Logistics & Material Management

· Responsible to overseen all Logistics and Material Management activities; including Coordination, Planning, Insurance, Documentations, Administration, Legal, Import, Export, Arrangement of Vendor / transporter for transporting the vehicles, Vehicle Inspection, Vehicle Receiving , Vehicle Releasing,  Warehousing / Inventory Control, ,  Updating, Segregation, Storage, Protection, Preservation, Payments, Customer Handling, Report Generating etc.

· Monitoring of Shipment Forecast: Monitored the arrival of each scheduled shipment as per shipping advice for preparation of unloading & storage plan to actual arrival site.
· Arrangement of Vendors / Suppliers: Arranged Vendors / transporters for transporting the vehicles as per requirement.
· Arrangement of Storage Area: Decided whether the arriving shipment is to be storage at yard or other places depend upon the number of vehicles in shipment.
· Vehicle Inspection: Carried out visual inspection & dimensional check of all incoming vehicles and reconcile with Packing List, Invoice, PO etc.

· Vehicle Receiving & Report Generating: Generated Vehicle Receiving Report (VRR), Vehicle Inspection Report (VIR), Shortage Incorrect & Damaged (SID) Report, in case of discrepancies with photographic evidence during inspection & inventory process and forward the same to the relevant department for further action/claim.

· Vehicle Releasing: Ensured and verified all approved Vehicle Issue Slip (VIS) prior to issuance of vehicles in order to issue correct and exact quantities and to avoid incorrect or double issuance.

· Physical Inventory Check & Updating: Physically conducted periodic stock taking on all categories of vehicles held at warehouses / yards and updated their inventory records accordingly.
· Cautiously paid close attention to the handling of the vehicles, they required proper protection from temperature, moisture, dust, various form of corrosion etc as well as vehicles subject to traceability. 
· Effectively interacted with Management, Vendors with flow of information in all aspects of shipments.

· Maintained all safety rules & regulations during unloading, loading, shifting, segregation, control the storage and protection of all vehicles in accordance with normal or specific storage requirements of all foreign & local incoming shipment at Yard / Warehouse.

· Ensured all aspects of performance and work are in compliance with the required specifications and complete within planned time and budget constraints.

· Ensured that all transactions are supported by proper documents.
· Accurately maintained the vendor / supplier database.
· Maintained excellent, commercially robust, working relationships with vendors / suppliers and developed new supplier links within the sector.  

· Identified broader issues of logistical weakness/non-compliance and given guideline to resolve them.

· Overseen and monitored availability of stock to reduce shortages. 

· Negotiated and supported logistics costs and assisting yearly budget goals. 

· Ensured to process orders and on-time delivery.

· Supported simplification and standardization of processes to accelerate logistics and enhance efficiencies. 

· Identified enhancement opportunities and suggested solutions for improvement to management.
D. Accountant – June 2004 to Jan 2008

Haldia Petrochemical & Oil Refinery, India

Company Profile:

Haldia Petrochemical & Oil Refinery is the one of the largest petrochemical company in India.

Responsibilities:
· Collaborated with accounting team to support various accounting projects and activities on a daily basis.
· Provided assistance to prepare financial statements according to company policies.
· Prepared financial status and analysis reports for the management. 

· Performed journal entries as per established and statutory accounting standards.
· Carried out reconciliations of account, journals and ledgers.
· Maintained general ledger at account level.
· Provided financial information for business analysis and auditing when needed.
· Processed payments and invoices accurately and timely as per company procedures.
· Verified financial statements, ledgers and accounts for errors and made appropriate corrections or referred to the manager if errors were of complex nature.
· Answered customer queries and issues in timely and accurate manner.
· Prepared, reconciled and recorded the payments.
· Prepared and submitted expense reports to management for approval.
· Prepared management reports related to accounts payable and receivables.
· Prepared period end journals for prepayments, accruals and depreciation.
· Performed account reconciliations and ensured all ledgers are closed as per company law.
· Reconciled bank account monthly and when the management required.
· Maintained petty cash accurately.
· Reported to the Accounts Manager.
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