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Dubai – UAE                                                                                       
Abdul.332609@2freemail.com 

 OBJECTIVE
Seeking a position as an Accountant/ System Admin / Front Office and accounts related positions 

PROFILE

Expert  and  proficient  in  Accounts, with  excellent knowledge in  company  Accounts,  and  well experienced in coordination, system up gradation and installation, office administration. Career objective is joining in a growing and successful organization where my experience and skills can be utilized and opportunities for self and organizational development will co-exist.

AREAS OF EXPERTISE
ACCOUNTS:-

· Handling day to day books of accounts

· Monitoring cash flow

· Accurate invoicing

· Preparing  weekly and monthly reports

SYSTEM KNOWLEDGE:-

· Tally and Software Accounting

· MS-Office

· OS Installation and Hardware installation

· Partition and System maintenance
PROFFESIONAL EXPERIENCE
Presently Working in Concord Marine Services LLC, Dubai, Since April -2015
· Cash Allocation
· Managing Petty Cash Transections
· Verifying calculations working with the Accounts System
· Receiving and processing all invoices, expense forms and request for payment

· Preparing statutory payment

· Support accounting personnel

· Process bill for payment

· Input type vouchers, invoices, checks, account statements, reports, and other records

Metro Agencies Company (Essar Hyper mart Steel Industry), Kerala, India
SENIOR ACCOUNTANT                                                                                 10th October 2011 to 25th February 2014
Responsibilities:- 
· Maintaining cash book, bank book and petty cash register
· Monitoring of cash flow statement
· Preparing and delivering the invoices in right time

· Follow-up the payments 

· Responsible for depositing cash on the bank

· Preparation of debtors and creditors outstanding statement and bank reconciliation statement
· Coordinating with the clients and in-charge for all the cheques

· Coordinate with the driver to deliver the cheque in right time

· Well experienced in solving issues with the client and make sure the satisfaction of our clients
· Dealing with the Agents and customers in all types of queries and stuffing through mail, telephone and direct
· Developing reports on weekly basis for ongoing works

· Troubleshoot and rectify the technical issues when necessary
· Emails – proactively reply/ follow-up/ initiate communication on all times
· Ensure 100% quality adherence of all jobs worked as per correct templates, standard practices and client specifications
·    Computerize the  report and create backups of all the official documents
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May 2010 – September 2011

Address Verification Officer (Part time job)
Responsibilities:-

· Responsible for verify address for all the post paid connections

· Speak and collect the required information and make sure the details are true

· Handle the official works and submit monthly reports to the head office 

· Computerize the verified data and create back up for all the documents

· Handle the day to day problems of the work and worked as a key member of the team
EDUCATIONAL PROFILE

ACADAMIC

· Bachelor of commerce (B.com) from MS University Thirunelveli (Tamilnadu), India. (2010)

· Plus two, from Higher secondary board of Kerala, India (2006) 

PROFFESIONAL

· Certification in TALLY ERP 9.0, Kerala, India

· Certification in Peachtree, QuickBooks, MYOB, Kerala India
· Certification in PGDIFA from IPA (Institute Of Professional Accountant), Kerala India
PERSONAL DETAILS

Date of birth
                 :  07th April 1988
Marital status    
    :  single
Nationality                        :  Indian
Visa status          
     : Employment (Transferable)

                      
DECLARATION
I hereby declare that the above mentioned details are true to best of my knowledge

ABDUL
