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Shaukkathalikhan
Shaukkathalikhan.316541@2freemail.com 
PERSONAL STATEMENT

I’m an experienced financial accountant looking for a new opportunity as a Senior Administrator/Head of Finance within a positive work environment that will boost me up to explore my potential at its best.
I have previous experience in corporate accounting, business administration, finance management, logistics and public relation.
Technical Skills

· Oracle
· MS Word
· Excel
· PowerPoint
· Access
· Outlook

· HRM Software
· Payroll Preparation
· Tally

· Adobe Photoshop

· Webmail
EDUCATION
· Bharathidasan University, Tamilnadu, 620024, India
Bachelor of Commerce (Accounting & Finance, Statistics, Entrepreneurship)
· Computer Training Center, Tamilnadu, India 
DCA – Diploma in Computer Application (OS, Tally, HTML, Programming)
· Secondary School, Tamilnadu, India.
SSLC including Math’s (A), Business Studies (A), English (A)

EMPLOYMENT OVERVIEW
Manager | In charge of Circulations.
Gulf Times | Gulf Publishing and Printing Co. PO Box 533, Doha, State Qatar.
04-2009 > Present
Work Profile & Achievements 

· Established and maintaining an effective system for distribution of newspaper and other publications on-time with the support of well-trained team of employees.
· I Deal with a turnover of over 25 million per year
· I Report to senior manager on employees’ performance, office essentials, sales promotions, customer relations, employee grievance, safety training, staff requirements and other in-house operations. 
· I Prepare cost and revenue budgets, forecasts and plans for Marketing Managers.
· I Handle customer queries, email, telephonic conversations, notices, memo, circulars, tenders and other business communications.
Chief Accountant | Administrator.

Gulf Times | Gulf Publishing and Printing Co. PO Box 533, Doha, State Qatar.
04-2007 > 03-2009

Achievements
· I was in charge of the reconciliations for company’s bank accounts   

· I was able to recover outstanding debts from clients.

· Worked successfully with lead junior accountants to complete budget procedures in extreme deadlines.
· Well-verse in business accounting terms, updated knowledge in book keeping and archiving.

· Expert in finance forecast and fund allocation.
Assistant Accountant | Logistics Controller
Gulf Times | Gulf Publishing and Printing Co. PO Box 533, Doha, State Qatar.
04-2002 > 03-2007
Achievements
· I was responsible for daily accounts payable and receivables, weekly forecast, expense tracker and fund adjustments.
· I implemented successful system for warehouse safety.
· I recorded customer orders and ware house volume of transactions.
· Maintained proper storage and retained necessary volume of objects to cover immediate requirements.
· Developed contract agreements and sub-contractor provisions according to Qatar Law.
Accountants Assistant
Gulf Times | Gulf Publishing and Printing Co. PO Box 533, Doha, State Qatar.
04-1999 > 03-2002
Achievements
· I produced the Monthly bank reconciliations of the company’s bank accounts posting all transactions to the ledgers.

· I was in charge the company petty cash, purchase orders, invoice record, payment vouchers, fund adjustments and daily allowances.

· I dealt with the weekly payments 200 suppliers.
· I worked with chief accountant for income and expense sheets and yearly balance sheet.

· Answered all internal queries regarding financial transactions and reports.
Junior Accountant
Modern Gas Company. Doha, State of Qatar
04-1993 > 03-1999
Achievements

· I collected all finance related data for back house processing.

· Maintained proper system for ledgers, books of accounts, journals, and daily time sheets.
· I was in charge the company petty cash during my time in Modern Gas Co.
· I dealt with the weekly payments to external suppliers.
PERSONAL PROFILE
Date of Birth: May 25, 1970

Nationality: Indian
Marital Status: Married

Languages: Arabic, English, Hindi, Tamil, Malayalam, Urdu.
Interests: Shopping | Traveling | Reading 
VISA: Transferable Work visa with N.O.C Available

