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	                                                   PROFILE SUMMARY

	

	
Accounts general, receivable/payable and customer care professional with 5 years of track record in Services, General Trading and Service industries. Presently willing to gain professional work experience within any challenging work environment at supervisory level with a reputed organization where I can utilize my education and experience for the optimum growth of organization as well as personal career growth.

	                                AREAS OF EXPERTISE

	· More than 5 years of work experience in UAE
	· Finalization of Account & Financial Reporting.

	· Cash Management 


	· Cash Flow(Budget & Actual)

	· Book keeping(AR-AP-GL)
	· Reconciliation

	· Inventory management
	· Team focus and excellent in multi-task


	 [

                                     QUALIFICATIONS

	

	Bachelor of commerce
	2004

	Karnataka University, Karnataka, INDIA



	                         EMPLOYMENT CHRONOLOGY

	

	Medical Diagnostic & Imaging Centre Polyclinic.  (MEDIC) -DUBAI (August 2015 to till date)
Dubai, (UAE.


	

	Position:  Accountant

Reporting – Finance Manager 
	

	 Better Home Décor & Contracting           (Feb 2014 to April 2015)

                       Doha (Qatar)                                 

                           

Position:  Accountant


	

	Touheed Public School       (March 2012 to January 2014)
Shiruru, Karnataka, India                                                                                              

                               Position: Senior Accountant & Cashier     

	

	Reporting –  Management

	

	Jamal Bhakit Trading LLC.  - Dubai     (January 2010 to June 2010)
                                             Position:  Accountant
	


	Medical Diagnostic & Imaging Centre Polyclinic.  (MEDIC) -DUBAI (August 2015 to till date)
· Petty Cash Management & Cash book Reconciliation, submitting Inward & Outward Statement for reimbursement.
· Preparing Invoices, Delivery Note, LPO, Enquiry Letters, and Office Documentation.
· Reconciliations of all debtors, creditors on monthly basis and upon request from higher management. 
· Formulating Inventory Items and Physical Stock Entry.

· Arranging and Follow up Customers (AR) and Suppliers (AP) Payments.
· Organizing and follow Utility Bill and Others Bills Payments.

· Preparing Monthly Statement of Account for Customers (AR) and Suppliers (AP) and Followed.

· Preparing Monthly Bank Reconciliation 
· Preparing monthly, quarterly and Annually Trail Balance Report.

· Arranging all the documents for Audit Purpose.

· Maintaining External and Physical Audit for year Ended Entities.




	

	Better Home Décor & Contracting           (Feb 2014 to April 2015)

Doha (Qatar)                                 

                           

l Accountant      

· Preparing the Cash & Bank Vouchers and Receipts using Tally ERP.
· Handling Cash and Bank Accounts.

· Accountable for regular updating of information pertaining to Finance activities.

· Maintenance of all Accounts up to the date in computerized accounting package.
· Examination of the Unit wise details that is an individual detailed and inspection the work completed in a daily basis.
· Reconciling accounts in daily basis with bank Statement and Company Books.
· Maintaining Receivables, Payables, and Individual customers/suppliers Statements, Company Invoices and Quotations and Salary details in an Excel and in Tally.
· Preparing the bank reconciliation and any other schedule as requested.
· Preparing P & L Statement and Balance Sheet Monthly Basis.
· Submit yearly profit/ loss statement and Balance Sheet to the Bank

	


	

	Touheed Public School       (March 2012 to January 2014)
Shiruru, Karnataka, India                                                                                              

Senior Accountant General & Cashier     
· Maintaining Cash Book, Bank Book and Subsidiary books of Accounts and reconciliation.
· Day to day routine accounting works, keeping all accounts up to the date in computerized accounting package & administrative work.
· Submit all documents to auditors annually pertaining to bank confirmation, bank reconciliation, statement of assets and depreciation and any other schedule as requested by the auditors.
· Submit yearly profit/ loss statement and Balance Sheet to the Bank.
· Maintaining External and Physical Audit for year Ended Entities.
· Preparing Monthly Report, quarterly Report and Annual Final Trail Balance Report.

· 

	


	

	Jamal Bhakit Trading LLC.       (January 2010 to June 2010)
Dubai,(UAE)
Accountant 

· Maintaining Cash Book, Registered, and Subsidiary books of Accounts.(Manual and Computerized)

· Maintaining Petty Cash Book Accounts. (Manual and Computerized)

· Preparing Invoices, Delivery Note, LPO, Enquiry Letters, and Office Documentation.

· Preparing Inventory Items and Physical Stock Entry.

· Arranging Transport Trips by Buses in schedule of Daily and Weekly Trips.

· Arranging and Follow up Customers (AR) and Suppliers (AP) Payments.

· Arranging and follow Utility Bill and Others Bills Payments.

· Preparing Monthly Statement of Account for Customers (AR) and Suppliers (AP) and Followed.

· 

	


	IT SKILLS

	

	· , MS Excel, MS Access, MS PowerPoint, Tally 9.2, 7.2 & 5.4, Peachtree & Microsoft GP ,Proficient in MS Office (Word, Excel and PowerPoint), Internet and Email




	PERSONAL DETAILS

	

	Nationality
	:
	Indian

	Marital Status
	:
	Married 

	Current Address
	:
	 Dubai, UAE

	Visa Status
	:
	Employment 

	Languages
	:
	English, Urdu, Hindi & Kannada

	Date of Birth
	:
	20th April 1981
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