SUHEB
SUHEB.284505@2freemail.com  
Experiences: Multicultural environment experience
Designation: Accountant & Billing
Industry Experience: Banking, technology and manufacturing, Financial, Consulting, Consumer Products, Healthcare
Location Préférence: United Arab Emiraties
AREA OF EXPERTISE

·   Maintain and analyze 
production plans and target, production cost and billing reports ,sales Analyze, delivery order, vendor Payment, employee payment, Cost control, Business valuation, Corporate Finance , Reporting Skills, Attention to Detail, Deadline-Oriented, Reporting Research Results, Treasury, Supplier payment, Petty cash, Capital markets and annual beget analyze.
·     Time Management, Data Entry Management,

· 
Tally ERP 9  , Oracle Database
PROFILE SYNOPSIS
Here have completed Bachelor of Business Management
 (BBM). The Positive and helpful attitude, proactive, well organized, and multilingual leader with excellent communication, interpersonal, problem solving, decision making, organizing, time management and leadership skills. Adept at developing long-term relations with customers and vendors with honesty and trustworthiness.
OCCUPATIONAL CONTOUR

Last Company: Muscat Towers, Concrete products L.L.C. - Oman
Designation: Accountant and Billing 
Work Period: 2014 to  2016
Domain:  Accounts, Financial report, beget calculation, cost control, Invoice & payment Vendor Management
Key Responsibilities:

· Maintains the petty cash details of all accounts & balance receipts and payments..

· Maintain Daily Transactions of Accounts, as expense, Purchase of Raw-material, sales and Bank reconciliation Statement Details.

· Preparing daily reports for production plans and target.
· Prepares monthly statements by collecting data; analyzing and investigating variances; summarizing data, information, and trends.
· Handle overall stores activities at company.
· Daily materials inspection and Inward stock checking. 
· checking creditors' invoices;

· charging customers for services;

· Making vendor payment and preparing the PO.
· Take stock on monthly basis and reconcile the same. Inform the office about new stock.

· Keep track of physical stock and tally with computer records.
· Issue and post bills, receipts and invoices

· Check the validity of debit accounts.
· Update accounts receivable database with new accounts or missed payments

· Making sure that products are produced on time and are of good quality.

· Review supplier invoices, verify supplier payment with supporting invoices, LPOs, etc.

· Administrating the production cost and billing reports.

· Managing and developing a production team.

· Ensuring the health and safety of all employees and visitors to the facility.

· Preparing the quotation for customers.
· Update the customer master file with contact information
· Maintaining the delivery order and delivery note.
· To maintain logs for all transactions that occur in a day

· Co-ordination between the customers.
· Contributes to team effort by accomplishing related results as needed
PREVIOUS COMPANIES

Company:  Account Center (Audit &Tax Consultants) - Mangalore.
Designation: Account Assistance
Domain: :  Accounts, Financial report, beget calculation, tax calculation.
Work Period: May 2012 to March 2014
Key Responsibilities:

· Maintain all books of Accounts 

· Maintain Daily Transactions Of Accounts

· Prepared journal vouchers, general ledger, debtors\ creditors  purchase & sales ledger and   Bank reconciliations  statements

· Prepare Value Added Tax (VAT), Excise duty, Sales tax, Central Sales Tax & Payroll reports
· Prepare month end journals and balance sheet reconciliations for a number of accounts including

· the VAT, Fixed Assets and Intercompany accounts.
· Organize and maintain financial records

· Provide auditing services for business and individuals

· Preparing Agreements for lease/rent and partnership deed  

· Assist in Balance Sheet finalization.
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ADDITIONAL COURSE
Tally ERP9, Income tax filing (Sales tax, Central Sales Tax)  , Data base maintenance. 
MS OFFICE - Skills
· Excel - V-lookup, H-lookup, Data Validation, consolidate, Pivot table, Pivot chart .
· Formulas, condition formatting and arrays and arranging table and Text columns.
· Power point presentation and MS word, Tally REP9.
Assets
· Dedication and Drive as a Hard-working individual.

· Ability to work under pressure.

· Always striving to be a well-rounded person with more dimensions & problem solving. 

· Always ready to shoulder any responsibility entrusted to perform.

· Good understanding of issues, quick and avid learner with very good team spirit.

· Good working knowledge of windows range of operating systems and software.
