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OBJECTIVE

Seeking a challenging and responsible position in Dynamic Organization with stimulating environment where I can utilize my education and experience. 

PROFILE IN-BRIEF

· Well versed & experienced in General Accounts, Administration, Purchasing retail and wholesale.    

· Having excellent Administrative Skills & Strong Sense of Responsibility.
· Fluency in English Language, excellent customer relationship & Interpersonal Skills

· Can work Under-pressure and immense ability to handle task with utmost care and responsibility
· Expertise knowledge in Latest Accounting Packages & MS-Office

· Sincere, Cordial, Hardworking and dedicated to assignment with best of ability and attitude

ACADEMIC QUALIFICATION

Bachelor in Commerce (B.Com) with Computers as specialization from Osmania University, Hyderabad-India
TECHNICAL QUALIFICATION

COMPUTER PROFICIENCY:

Accounting Packages:
Tally, Focus, Wings & Peachtree & Can Work In EXCEL
Microsoft Office:

MS Excel, MS Word, MS PowerPoint, Email & Internet tools
Operating Systems:

Windows 95/98/2000/XP/Windows 7, Windows 8, etc.
Computer Knowledge:
Hardware & Software Installations, web Designing, Typing Speed 35wpm.
Diploma in Electronics & ITE in Electronics & Telecommunications
PROFESSIONAL EXPERIENCE

Organization:
M/s. Al Nasyah Building Construction L.L.C
Group of Companies, Dubai-UAE

Designation:

Accountant General / Purchase officer / Administrator.
Duration:

September 2008 – September 2015. (7Years).
JOB PROFILE HISTORY

Worked As General Accountant:

· Preparation of Payroll for sixty Employers as per WPS System
· Managing Invoices Receivable/Payables, Review and Finalize Monthly Collection Reports and Reporting to manager.
· Preparations of Financial Statements like P&L Account.
· Supervising the Maintenance of Cash Book, Bank Book, Payment vouchers etc
· Daily Managing the Accounts manually in MS Excel.
· Prepares asset, liability, and capital account entries by compiling and analyzing account information.

· Documents financial transactions by entering account information.

· Substantiates financial transactions by auditing documents.

· Maintains accounting controls by preparing and recommending policies and procedures.

· Guides accounting clerical staff by coordinating activities and answering questions.

· Secures financial information by completing data base backups. 
·  Issuing receipts to customers against the collections and applying the same.

· Preparing & reconciling reports for the daily collection with physical balance.

· Entering supplier’s invoices and preparing the payments.

· Following up with operations for details to raise variable invoices.

· Following up with the customers for payments.

· Printing and sending the monthly statements to customers for balances outstanding. 

· Seeking balance confirmation from customers/suppliers and if required preparing the reconciliation.

· Attending customers’/suppliers’ queries and clarifying the same in co-ordination with Operations & finance staff.

· Assist in performing month end process for closing of AR/AP.

· Listing the accrued expenses and unbilled revenue.

· Entering and preparing petty cash vouchers.

· Booking Journal entries.

· Supporting the seniors and pulling out the information for internal and statutory auditors.

Worked As a Purchase Officer Duties:

· Negotiate pricing contracts with suppliers and subcontractors and Placing of Local Purchase Orders.
· Maintain and implement construction Performa / budget for each project 

· Create scope of work.

· Maintain Relationships with suppliers and subcontractors.

· Meet subcontractors and suppliers on site as necessary.

· Research new materials for design and cost saving.

· Differentiate in Cash Prices & Credit Prices.
· Arrangements of Material Delivery Managements at Sites. 
· Procurement of all Civil Works.
· Monitoring Monthly Invoicing & Delivery Reports.
· Preparation of Enquiries & Quotations.
Worked As an Administrator officer:
· Management of Personal Relationship officer Visa Process, medical, Emirates ID, Clearing Immigration Black List, absconding applications, all Exit and entry Issues. 
· Supervise and coordinate activities of staff

· Administer salaries and determine leave entitlements 
· Conduct Orientation Programmes for new employees 

· Review and answer correspondence 

· Aptitude for working with computers

· Good organization skills

· Good oral and written and written communication skills.  
· Management of all official documents like maintaining Records.
PERSONAL DETAILS
Nationality:

Indian
Date of Birth:

2nd January, 1984
Marital Status:
Married
Languages Known:
English, Urdu, Hindi, and Telugu 
Visa Status:

Visit Visa Expires 25 April 2016. 
Driving License:
U.A.E Valid Driving License no 3 Light vehicle.
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