ABID KHAN                                                        
CAREER OBJECTIVE

A challenging position and career in the field of Finance &Administration in a progressive organization, where I can utilize my skills and knowledge and move up towards excellence and perfection.

SUMMARY

· MBA (Finance) looking for professional career in the field of Finance & Administration.
· 2 years experience in Accounting &office administration in Art and Frames llc, Dubai, UAE.
· 1 year experience in Lifestyle International Pvt.Ltd. (Land mark group).
· 6 Month experience in Suzlon Wind International Pvt, Ltd.
· Good computer knowledge.

PROFESSIONAL EXPERIENCE

Dubai, UAE.

Accountant - (21st March 2014 – 31st March 2016)
Job Profile:
· Responsible for Accounts Receivables, Accounts Payable processes And Payroll.
· Making of wired payments for foreign suppliers.

· Documenting all Accounts Receivables and Payable transactions.

· Preparing Invoices.

· Preparing Monthly Sales Reports, And Salary Reports for All Employees.

· Mail the invoices to the regarding clients
· Calculate employee salaries; prepare all related documents and makes timely payment to the employee’s account.

· Petty cash custodian 

· Handle cashier functions ( up to bank deposit)
· Over all supervision of the Accounts Department 

· Prepare the monthly financial reports such as Balance Sheet, Sales Report, and other types of managerial reports.
· Review all the documents support for payments to suppliers and other third party, payment mode could be cheque and bank transfers
· Prepares the accounts payable aging report to facilitate payment processing

· Prepare of client invoices and receipts

· Monitors daily cash inflow and outflow

· Monitors accounts receivable and accounts payable

· Maintaining the official files
· Perform daily entry of accounting and weekly perform checking and updating.
Lifestyle International Pvt.Ltd.

 
1 year experience in Lifestyle International Pvt. Ltd (Land Mark Group). Mangalore, as a Senior Customer Support Representative in home center furniture department .01-May-2012 to 06-May-2013                                    6 month of experience in Suzlon Wind International Ltd, as a Store Assistant in Nacelle Cover Unit Department  
  Job Profile:
· Ability to build and maintain good working relationship at all levels.

· Answer the telephone and transfer the call to appropriate individuals.

· Attending customers and demonstrating the products.

· Preparing invoices.
· Organize and maintain office files, documents. 
· Experiences in routine office administration. 
· Resolving customer’s complaints through CSD.
· Communicating the customers about newly arrived products and existing offers.
· Training newly joined representatives.
· Daily checking of stocks.
Technical Skills

Diploma in Computer Applications from Manipal Institute of Computer Education (MICE) in the following courses: 

· MS office: MS Word, Excel, PowerPoint, MS Access.

· Financial Accounting using Tally 9, Financial Accounting using Comrade Software.
· Computer proficiency – MS Office, Excel and Internet.
Academic Qualification
	Qualification
	Year
	College / School
	University / Board

	MBA (Finance)
	2009-2011
	Rajiv Gandhi College of Management, Udupi
	Madurai Kamaraj University

	BBM
	2005-2008
	Sri Bhuvanendra College, Karkala
	Mangalore University.

	PUC (Commerce)
	2003-2005
	Sri Bhuvanendra College, Karkala
	PU Board, Karnataka


Academic Dissertations

Project Details

· Completed project report on “Housing Loan’’ in Syndicate Bank for Partial fulfillment of the requirements for the degree of ‘’Master of Business Administration’’.
Personality

I am enthusiastic person who likes to take challenges and meet them in an unconventional way, Planning and objectively prove driving force to my work, I rate myself as a good team member and hence prove to be successful individual.
Personal Details

Date of Birth


   :         13 – 05 - 1987

Gender



   :
Male

Nationality


   :
Indian

Languages known

   :
English, Hindi, Urdu, Kannada, Tulu, Malyalam
Marital Status

         
   :
Single
     Hobbies
                             :         Playing Cricket, Watching Cricket, Browsing and Sports.
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