SHAFEEQ
SHAFEEQ.331189@2freemail.com 

Sub: Application for a Suitable Position

Sir/Madam,



Would your company benefit from a Post Graduate in Business Administration – with more than 4  years experience, with verifiable ability to manage and administer that deliver strong, sustainable return on investment, If so, I take this opportunity to offer my candidature for a suitable post in your organization.



I trust my academic background and professional experience, would meet your requirements. For your review and consideration I have enclosed my resume with details of my background for your kind perusal. 

While assuring you of my dedicated efforts, I await a positive response at your earliest convenience.
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CAREER OBJECTIVE

Seeking a challenging career that encourages continuous learning and provides exposure to new ideas, which simulates professional and personal growth and help to function as an asset to the company.


PERSONAL DETAILS
	Date of Birth
	29/03/1986

	Nationality
	Indian

	Marital Status
	Married

	License ( UAE ) 
	Light Vehicle


ACADEMIC QUALIFICATIONS
	2010 – 2012
	MASTER OF BUSINESS ADMINISTRATION (M.B.A , FINANCE AND HR )
  (SREE AMMAN INSTITUTE OF MANAGEMENT. ERODE. INDIA )


	2005 – 2008
	 BACHLER OF ARTS ( ECONOMICS )                  

  (EMEA ARTS AND SCIENCE COLLEGE ,KERALA. INDIA)

	2003 – 2005
	HIGHER SECONDARY EDUCATION (PLUS TWO) - (VPKMMHSS PUTHUR PALLIKKAL. KERALA. INDIA)




                                                                 TECHNICAL  SKILL
· SQL Based Accounting Software’s like Orison Financial and Acrobat Business 
·  Certified Professional Accounting Course with Tally 9.0 and Peach Tree

· MS Office

PROFESSIONAL STRENGTHS

·  Flexible and friendly.

·  Maintain Positive attitude

·  Ability to work under pressure, meet dead lines

·  Ability to inspire creativity and co-operation among team members
·  Independent and responsible.

·  Open minded, organized, productive and practical.

·  Good communication skill.
·  Self-assured, Self-confident & Self-motivated.

·  Focused, ability to learn quickly and deliver quality work.

                                                           EXPERIENCE SUMMARY                                                                       

       1    KARIM HIZEB USED CARS TRADING LLC

Designation:     Accountant General

Duration:         15/02/13  to   PRESENT

             Location:        Sharjah  ( UAE )
                  
KEY RESPONSIBILITIES
· Managing the account of Suppliers in U.S.A and U.A.E in multi-currency.

· Managing Accounts Receivables and Accounts Payables
· Monthly Physical stock verification.
· Preparation of Import and Export Documents for used cars
· Recording the supplier Invoice and buying invoice for a cars and containers
· Recording the payment invoices to suppliers and Accounts payables
· Experienced in electronic data recording system
· Participating in online Auction from U.S.A for buying the used cars

· Doing Online Auction from U.S.A & Making the decision for purchase
· Preparation of used cars buying invoice for Dubai customs
· Managing the logistics services providing by the customs clearing agent
· Checking and Verification of Custom Documents like Bill of entry, Valuation and Vcc, etc...

· Preparation of Various documents for customers like Vehicle clearance certificate, Export paper etc.

· Experienced in foreign currency transactions
· Preparation of Trial Balance, Profit and Loss account and Balance Sheet
· Preparation of Date wise, Monthly wise Sales analysis statement
· Bill wise management of Transactions
· Experienced in PDC ( Post Dated Cheque) transactions

· Expert in staff salary management (Payroll)

· Providing relevant information to concerned authority as per needs and requirements
· Classifying expense of company depending on their nature
· Experienced in Telegraphic fund Transfer to foreign countries ( TT)

· Bank reconciliation
· Making required entry for foreign currency sale through a exchange
· Prepare bank deposit and submit cheque to bank
· Prepare Cash book and maintaining journals
· Involving annual auditing
· Creating and maintaining Ledgers & well knowledge about chart of accounts alias general ledgers
2 PRINCE TRADING 

Designation: Accounts Assistant

Duration:      2009  to  2010
              Location:       Kerala ( INDIA )


KEY RESPONSIBILITIES
· Preparing & maintaining Books of Accounts

· Preparing of Trial Balance & Final Accounts.

· Billing and Invoicing.

· Processing of Payroll

· Monitoring receivables and payables

· Experience in day to day banking activities

· Arranging/Preparing all necessary documents for payment and send to accounts department.
· Maintaining cash book, Trail Balance, Journals.

· Follow up, collection and allocation of payments.
Responsible for the day to day accounting of the daily transaction
    LINGUISTIC CAPABILITIES
· Read & Write
        :
English, Hindi, Arabic & Malayalam

· Speak

        : 
English ,Hindi, Malayalam ,Tamil ,Arabic
DECLARATION 
I hereby state that all the above information provided by me is true to the best of my knowledge and no misrepresentation has been made.

CURRICULUM VITAE









































