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CARRIER OBJECTIVE
To pursue a carrier in accounting, finance with a dynamic organization which should mutually benefit the progressive growth of the organization and self.

STRENGTHS

Professional & practical accounting & inventory experience of 7 years. Expertise in entire accounting & inventory procedures, finance, Purchase, Costing, Cash flow & credit control. Preparation and reporting of accounts, inventory control and valuation, reconciliation of accounts, handling main cash and petty cash & office administration etc.
PROFESSIONAL EXPERIENCE 


RESPONSIBILITIES

ACCOUNTS RECEIVABLE & CREDIT CONTROL
· Preparation of the Invoices and forwarding to the customers 
· Preparation of the statement of account on monthly basis with aging, bill wise and forwarding customers

· Preparation of the monthly schedule of receivables on segment wise based on aging

· Follow up with our debt collection department for the customers outstanding payments due
· Collection and recording of the receipts from customers and matching the same with outstanding amount.

ACCOUNTS PAYABLE
· Verifying the Purchase Bills with supporting documents submitted by purchase department.

· Collecting the invoice from purchase department for preparing costing sheet and passing the purchase entry for inventory transactions

· Preparing and maintaining monthly schedule for all suppliers with aging analysis 

· Preparing monthly reconciliation for all suppliers 
· Making payments for Suppliers approved by the Management
· Making Utility Payments - Dewa, Etisalat and Eppco
PAYROLL, STAFF ANNUAL LEAVE & FINAL SETTLEMENT PROCESSING

· Preparing salary in WPS System
· Preparing schedule for Overtime, Keeping Muster roll and the preparation of payroll
· Preparation of Salary transfer Letter for Bank, Generation of Pay slip, and Distribution of Cash Salary
· Staff annual leave processing with accrued Leave days and salary
· Making Final Settlement for staff at the time of Cancellation as per the UAE Labor Law
· Maintaining schedule for staff benefits such as Gratuity and Leave Salary
CUSTODIAN OF PETTY CASH & MAIN CASH

· Checking and verifying all cash bills and making summary in Department wise

· Making Cash payments Voucher in Orion System against all Approved Bills
· Weekly preparing Petty Cash Reimbursement Sheet and forwarding to Finance Manager.
DOCUMENT CONTROL
· Maintains and controls filing system for Cheque & Cash payment Vouchers, Receipt vouchers, PRN, Sales invoice & D.O etc
· Maintain registers of all receipts and issues or submissions of documents and correspondence
· Maintaining a tracking facility to enable documents to be updated easily
· Maintaining our group employee’s personnel files for each persons

· Maintaining our group vehicle files for each vehicles

· Maintaining important documents for Trade License,  Tenancy Contracts, MOA, Power of Attorney & Director Documents etc
· Check the file or document submitting it should be checked and approved
· Have to audit the documents and will have to perform the evaluations in the whole company
· Assist auditor by providing supporting documents for Audit.
BANK RELATED JOBS

· Controlling PDC Receivables and Payables and making necessary posting 

· Cheques Depositing and verifying though online banking
· Making monthly Bank Reconciliation Reports

· Preparation of T.T Application for Overseas Suppliers payment
· Preparation of Letter of Credit (LC) as per the Suppliers & PFO agreed by us
· Maintenance of Cash and Bank Book – BRS.

RESPONSIBILITIES

· General Ledger Maintenance in Tally
· Preparation of monthly Service Bills
· Maintaining document control
PROFESSIONAL TRAINING EXPERIENCE
I had been trained for six month (July, 2008 to December, 2008) as Accounts Assistant Trainee at STAR HR & TRAINING SERVICES PRIVATE LIMITED, Chennai – 600 006.

ACADEMIC PROFILE 
Graduation 

:    Bachelor of Commerce from Jamal Mohamed College, Tamil Nadu, India.
Schooling 

:    H.S.C from Bahrudin Governmnet Higher Secondary School(Panaikulam)
     S.S.L.C from Government higher Secondary School (Alagankulam)

     Tamil Nadu, India.
COMPUTER LITERACY
· Tally Accounting packages.
· Windows operating system
· Microsoft Office Packages - Ms Office, Ms Word, Etc
PERSONNEL DETAILS
Nationality

:
Indian

Date of Birth

:
2nd May 1988
Religion

:
Muslim

Sex


:         Male

Marital Status

:
Married
Languages known     
:
English, Tamil, Hindi and Arabic
Visa Status

:
Employment Visa 
SABIR 


E-mail	: � HYPERLINK "mailto:sabir.298200@2freemail.com" �sabir.298200@2freemail.com� 





Organization		:      BEST CLEANING COMPANY L.L.C, RAS AL KHAIMAH


					


Designation 			:      Accountant


	Experience			:      Since July 2012 - Till Date








Organization		:      Al Furqan Trading Group L.L.C, Dubai


					


Designation 			:      Storekeeper


	Experience			:      Since July 2009 –  May 2012 








