MOHAMMED 
---------------------------------------------------------------------------------------------------------------------
CAREER OBJECTIVE:

Desire a position with a career growth potential in the field of accounts. Seeking opportunities in Procurement & office administration documentation function with growth oriented organization.

EXPERIENCE:  08 Years Practical Experience in the field Purchase office & Office Administrator + Accounting 
COMPANY 2  :   
                                         Qatar
Duration:               From  Feb- 2008 to  Feb 2016.                   
Worked as a Office Admistrator + Procurement Officer based in  A/c maintenance & Electrical based company involved in maintenance of A/c  &  Electrical items.

Designation: 
 Accounting +Admin & procurement officer
Reporting to:
  Manager./  Company GM / Vice chairman /  Chairman
Responsibilities:
Process purchase requisitions / orders within purchasing authority  Invite, assess, and award/recommend supplier tenders, bids, quotations, and proposals  Establish and negotiate contract terms and conditions, and maintain  supplier relationships  Prepare and maintain purchasing records, reports and price lists  Work with internal and external stakeholders to determine. Handling petty cash.
· Supervise and control the customer accounting activities, prepare and maintain reports 

· Monitoring Purchasing & Costing working Papers check duty & shipping documents.

· Check daily Sales Invoices, Monthly Customer Balances & Installments, Miscellaneous Cash Receipts, Retail Deposits, Bank Transfers, 

· Arranging Payment of Incoming Invoices from Vendors & Projects, communicate with suppliers & vendors for unresolved payments.

· Monitoring Purchase requisition and internal management approvals, Negotiation of Prices, selection of best vendor based on prices, credit terms, prompt delivery / stock availability.   
COMPANY 1 :   CCC Construction Company khursaniyah gas plant                          
                                         KSA.       (Main Contractor Saudi ARAMCO)
Duration:               From Feb- 2006 till Jan- 2007.
Designation:              Administrative Officer

Reporting to:  
Project Manager.

Responsibilities       
       :    Preparing of LPO and follow up the log book.

                                                :   Allocation of duties and monitoring their activities.

                                                :   Petty cash handling.

                                                :   Follow up of material requisition issued by project/site engineer.

                                                :   Coordination with store for collection of material for site.

                                                :   Responsible and diligent in doing the work.

                                                :   Implemented and maintained at all levels in accordance with the                    

                                                :   Requirement of ISO 9000 2000 Standard.                                                                                                                                                                       

                                     :   To monitor and take control measures through corrective and
                                                     Preventive action.

                                                :   Submit suggestion and recommendation for improving the system  

                                                    to the concern manager.

ACADEMIC QUALIFICATION:

· B.Com Computers from Osmania University year 2003 Hyderabad.

· Intermediate studied (Institute Board of Intermediate Education of India)
COMPUTER LITERACY:
· Advanced Diploma in Computer Application
Accounting packages:

· TALLY ERP 9.0
Strengths:

· Ability to Work independently with general supervision.

· Dedication work to meet commitments and easily adaptable with the team.

PERSONAL DETAILS:
Date of Birth
 
 :  30th October 1975

Religion
 
 : Islam

Nationality
 
 :  Indian

Marital Status
 
 :  Married 
Languages Known
 :  English, Arabic, Urdu, and Hindi.
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