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SARFARAZ SHAIKH





Al Nahda, Sharjah – U.A.E. 
OBJECTIVE
To work as an accountant in a leading organization, utilize and further enhance my knowledge and skills for mutual growth and success.
SPECIALIZATION                                                       STRENGTHS
· Finalization of accounts.
· Cash Management.                                   

· Invoicing / Record keeping.
· Accuracy with numbers.
· Analytical and a quick learner.

· Honest, Reliable & Self-motivated.                                               
· Accounts Receivable & Payable.                            
ACCOUNTING ERP & COMPUTER SKILLS
· Knowledge of accounting softwares like SAP ECC.6, IDS fortune 6i & Tally 9.0
· Thorough knowledge of MS office with advance excel features.
· Excellent user of Windows, Dos and Internet.
· Limited exposure to other accounting softwares like Fiesta, File maker & Peachtree.
EDUCATIONAL QUALIFICATION
Bachelor of Management Studies (B.M.S), 2009 - Mumbai University

Diploma in Banking & Finance, 2009 - IFBI-Mumbai
Higher Secondary Certificate (H.S.C), 2006 - Mumbai University
Secondary School Certificate (S.S.C), 2004 -Mumbai University       
PROFESSIONAL EXPERIENCE   
                                                                                                                       MUSCAT, OMAN
1..                                                                           



     NOV 2012 – AUG 2016                                                                       
    Leading operator of luxury 3 & 4 star hotels with fusion concepts,      
    Resorts, motels and villas across the country with various new projects  
ACCOUNTANT / ADMINISTRATOR (Reporting to the finance manager of Safeer group of hotels)
Work Profile:
· Responsible for finalization of accounts, bank reconciliation & bank Position. 
· Preparing payroll, salary transfer letters and disbursing cash salary.

· Handling petty cash.
· Preparing balance sheet, profit and loss statement and various other reports.
· Handling accounts receivable duties like making debtor invoices, maintaining debtors outstanding and its follow up. 
· Creditors & Debtors reconciliation.
· Preparing hotel’s daily revenue report and submitting to operations manager.
· Managing vendor accounts and their payments.
· Monthly monitoring and cross checking of store Inventory.
· Preparing the annual audit file of the hotel for a clean audit by external auditors.

· Timely payments of all utility bills and all taxes to avoid penalty.
· Ensure that the financial records are maintained properly.
· Other duties as assigned by the finance manager.
2. ICICI BANK LTD.                                                                           MUMBAI, INDIA                                                      

                                                                                                            MAR 2010 – OCT 2012
HEAD CASHIER & BRANCH OPERATIONS EXECUTIVE.

As an operations executive, I was reporting to the branch manager. ICICI Bank has business interests in loans, investments, financial & general Banking.

Work Profile:
· Verifying transactions of the branch on daily basis.
· Daily opening and closing of the branch cash. (Custodian of cash vaults)
· Monitoring bulk transactions while maintaining customer confidentiality.
· Providing training and assistance to newly joined cashiers.
· Processing customer requests such as cash deposits, cash withdrawals            fund transfers RTGS, NEFT, demand drafts, pay orders and handling queries such as net banking, mobile banking etc.

· Sorting documents and post debits/credits to proper account. Balancing entries

and making necessary corrections.

· Preparing quarterly financial report and monthly balance sheet of the branch.
· Bank reconciliation and petty cash control.
· Timely payment of the monthly utility bills of the branch.
· Ensuring that the financial records are maintained properly and resolving accounting discrepancies.

· Auditing the office accounts of the branch. Interact with internal and external auditors in completing audits.

· Maintaining the stock of deliverables and conducting weekly audits.

· Other duties as assigned by the branch manager.
PERSONAL DETAILS:
Name: Sarfaraz Mushtaq Shaikh
Date of Birth
:  20th September, 1987
Marital Status: Married

Passport No: (Exp: 08/04/2023)
Nationality: Indian
Driving License: Oman & India
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