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SHADAB 
SHADAB.316744@2freemail.com 

Achievement-driven professional, seeking middle level assignments in Finance & Accounts / Accounts Payables & Receivables with a growth-oriented organization of repute
PROFILE SUMMARY
Result-oriented professional with over 8 years of experience in: 
~ Finance & Accounts


~ Accounts Payables 


~ MIS Reporting & Documentation

~ Vendor Management



· Significant exposure in handling a wide spectrum of Finance & Accounts activities encompassing finalization of accounts, cash flow management, taxation and auditing

· Hands-on experience in supervising the preparation & maintenance of statutory books of accounts and administering the finalization of year-end financial statements

· Proficient in developing & streamlining working procedures and formulating cost effective solutions for enhancing operations of the company

· Expertise in analyzing existing systems & procedures.
· An effective communicator with honed interpersonal, analytical and problem solving skills
ORGANIZATIONAL EXPERIENCE 
Since Feb’08
Oman Shapoorji Construction Co. LLC, Muscat, Sultanate of Oman as Accounts Assistant 
Jan’07 – Dec’07

SV Parekh & Co., Mumbai as Accounts Assistant cum Computer Operator

Jun’05 – Nov’06

Rawassa Construction (Engineering & Contracting), Mumbai as Accounts Assistant

Key Result Areas:
· Involved in supplier's payment processing, invoices booking & checking, supplier’s reconciliation, etc.
· Maintaining fortnightly & monthly labor wages reports for Finance Department
· Working on ERP System for operations & reporting 

· Assessing muster roll and preparing labor wages

· Facilitating in administration of labor agreements & wages in coordination with Finance Department

· Visiting sites for assets & labor attendance reconciliation

· Preparing & maintaining cash book & bank book

· Managing supplier's reconciliation & other works 

· Supervising finance & commercial functions involving determining financial objectives and designing & implementing systems, policies & procedures to facilitate internal financial & process controls and cost management

· Directing & coordinating Accounts Receivable and Credit & Collections functions including billing, collections, bad debt reserve analysis, third-party commissions and sales tax reporting

· Executing relevant general ledger account analyses and supporting the monthly financial reporting process

· Enforcing proper internal controls with the accounts payable process; taking steps to ensure no risk impacting the company’s statements

· Furnishing timely and accurate financial information and analysis critical to strategic decision-making
ACADEMIC DETAILS

2006


B.Com. From Maharashtra College of Arts, Science And Commerce, Mumbai, Mumbai University
IT SKILLS
· Well versed with MS Office (Word & Excel), dbase III plus, FoxPro 2.5, Accounting Package like Tally (5.4 / 6.3) & Oracle and Xpedeon Enterprises (ERP/HRMS) Software
PERSONAL DETAILS

Date of Birth:

23rd March, 1986
Languages Known   :
English, Urdu, Hindi, Marathi and Arabic

Religion                      :
Islam

Married Status         :
Married

Nationality                :
Indian

Place of Issue          :            Mumbai 

Favorite                   :            Keep Patience, It always pays.

     Saying  

     *The above furnished details are true to the best of my knowledge *

