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Name: sajeer
sajeer.335526@2freemail.com 
PROFESSIONAL PROFILE
5 years [Four year G.C.C.] of work experience around Competent Accounts professional. Willing to perform at any challenging work environment to utilize expertise in Accounts dealings and achieve career growth. Possess multi-task abilities, excellent communication, interpersonal, problem solving and administration skills; results-driven work approach, enthusiasm and strong professionalism. Under direction, performs a variety of professional level accounting duties involved in preparing, maintaining, analysing, verifying, and reconciling complex financial transactions, statements, records, and reports; maintains the accuracy of the ledgers and subsidiary financial systems; assists in the preparation of assigned budgets, annual audit, and year end closing; and provides highly responsible staff assistance to assigned management staff.
strengths
· Perform well under work pressure

· Ability to thrive in fast-paced work environment

· Success Oriented and Natural Leader

· Excellent troubleshooting skill


Achievements
· Great professional career growth in very short time
· Facilitated good experience of customers and Management while visiting the establishment or talking over the phone. 

· Employed good handling of customer inquiries and problems resulted to customer satisfaction.

Career Progression
1. Accounts in Charge and Admin-

                            Buraida computers LLC. Dubai, UAE     

                            NOV-2013 to Present
2. Accountant-

                               Black & White Dress World 

                               OCT-2012 to OCT-2013
3. Accounts in Charge and HR Administration –

                                   Vital Enterprises WLL. Doha, Qatar
                                    MAR 2012 to AUG 2012
Present Work Profile  

· Management of day to day accounts transactions.
· Prepare cash book and ledgers.

· Maintain Cash, Credit Control.

· Bank Reconciliation.

· All Debtors and Creditors Reconciliation.

· Prepare and Explain All Outstanding.

· Prepare Staffs Incentives.

· Prepare Comparison Report of all expenses and incomes.

· Maintain Vouchers & Receipts.
· Prepare P&L Report and Balance Sheet.

· Finalization of All Account Ledgers
· Office Administration
· Human Resource Handling
· Project Coordinating
Professional Qualification
             Office Management I-Manager Approved by IARC, UK
· Gaines exposure to various Office Systems

             Accounts Executive Certification I-Manager Approved by IARCUK
· Gained exposure to various company accounts.

· Undertook training in matters of sales tax value added tax etc.
Technical Qualification
· Computerized Accounting I-Campus Pavaratty, Trichur, Kerala

· Working Knowledge in Tally 7.2, erp9, Peach tree and Ms Office 
Declaration
I hereby declare that the above information is true and correct to the best of my knowledge

SAJEER 
Place:

Date :[image: image3.bmp]
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Personal Information

















Academic Qualification





Bachelor of  Commerce- Calicut University, Kerala 2008- 2011


Kerala Higher Secondary- 2006- 2008


Secondary School Leaving Certificate– 2005-2006

















Personal Profile





Date of Birth         : 24-01-1991


Place of Birth       : Kerala,India


SEX			         : Male


Civil Status           : Single


Citizenship           : Indian


Religion                : Muslim


Place Of Issue      : Cochin


Date of Issue        : 07-06-2011


Date of Expiry      : 06-06-2021


Visa Status        	:	Employment Transferable








Language Known:





 English, Malayalam,Hindi & Tamil
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