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	Mohamed 
Accounts Professional

	
	
	Mohamed.339236@2freemail.com 

	
	
	PROFILE SUMMARY

	NATIONALITY
	
	Competent professional with 3+ years of proven work experience in accounts and general administration. Skilled in executing accounting tasks such as accounts finalization, AP/ AR, account & bank reconciliation, book of accounts management, invoicing, reporting, inventory control and cash management. Dynamic, quick learner and hardworking team player with excellent communication, analytical, problem solving, time management and interpersonal skills. Well versed with Accounting packages – Tally 7.2, 9.0, Peach Tree, Quick books, & ERP 9 plus MS Office applications. On visit visa and available for immediate employment. 


	Indian
	
	

	
	
	

	DATE OF BIRTH
	
	

	25th May 1991
	
	

	
	
	

	MARITAL STATUS
	
	

	Single
	
	STRENGTHS

	
	
	· 3+ years experience in the profession
	· Account finalization & reporting

	
	
	· Maintenance of Books of Accounts
	· Meticulous with keen eye for details

	
	
	· Good analytical & problem solving skills
	· Possess strong team playing attitude

	
	
	· Quick learner-Reliable-Efficient
	· Proficient in using Accounting packages

	IT SKILLS
	
	

	Peach Tree, Quick books,
	
	QUALIFICATIONS

	Tally 7.2, 9 & ERP 9
	
	

	MS Office Suite
	
	Professional Accountant
Institute of Professional Accountant , India


	

	Web Browsing
	
	Bachelor of Commerce
University of Periyar, India
	

	
	
	
	

	
	
	CAREER SNAPSHOT
	

	
	
	

	
	
	Accountant / Assistant Office Administrator
Floorocon Flooring Tiles , India


	Nov 2011 – Apr 2012

	
	
	Accountant

Accounts Contractors, India
	Aug 2009 – Oct 2011

	
	
	
	

	
	
	ACHIEVEMENTS

	
	
	· Gained comprehensive knowledge and understanding of the entire flow of business operations, documentation requirements and subsequent accounting and reporting.

· Performed assigned workload with indefinable enthusiasm, commitment, honesty, dedication and drive towards contributing to continued business growth.  

· Demonstrated abilities to work independently or within cross-functional teams; multitask on several assignments and meet strict deadlines.

· Recognized as quick learner who can easily understand and adapt company processes.

	
	
	

	
	
	AREAS OF EXPERTISE

	
	
	· Apply fundamental knowledge of accounting principles and become acquainted with departmental processes and procedures.  

· Perform a variety of accounting functions including examination, analysis, maintenance, reconciliation and verification of financial records under direct supervision.

· Work on computers programmed with accounting software to carry out assigned duties.

	

	
	
	

	
	
	Cont’d…
· Manage books of accounts including books of transactions, financial reports, financial statements & analysis and review all day-to-day transactions Carry out data entry of daily accounts and assist in handling AR/AP of the company.
· Handle reconciliations and collections of due account receivable on regular basis including follow ups. Provide analytical view on cost control; determine deviations and suggest improvements.  

· Assist Chief Accountant in accounts finalization, monthly book closing procedures and in preparing financial statements such as balance sheet and profit & loss statement.

· Liaise and work cooperatively with banks, auditors, suppliers and all third parties dealing with the company. 
· Prepare and uphold confidentiality of correspondences, documents and reports.  

	
	
	

	
	
	PROVEN JOB ROLE

	
	
	Accountant / Assistant Office Administrator, Floorocon Flooring Tiles
· Prepared Final Accounts like Trial Balance and Balance Sheet and generated monthly reports on A/R and A/P. 
· Managed cash and bank balances of the branch and reconciled weekly deposits including A/R, A/P and all bank statements. 

· Performed petty cash management and administered distribution of utility bills as well as collection of accounts.

· Controlled all inventories and maintained day-to-day account / report to the management at regular entry values including proper voucher entry of daily transactions.

· Responsible in safeguarding all municipal funds.

· Handled all purchase of raw materials likewise issued, coded and authorized purchase orders. Follow up debits and prepared payroll.

· Prepared letters, mails and other correspondence.



	
	
	Accountant, Accounts Contractors

· Managed company’s accounts manually or using customized accounting packages.

· Handled and maintained accounts up to finalization.
· Prepared final accounts such Balance Sheet, detailed General Ledgers, Trial Balance.

· Maintained payroll and performed all bank transactions.
· Sorted and filled field documents supporting-sustaining documents every transaction.

	
	
	

	
	
	

	
	
	

	
	
	REFERENCE

	
	
	Mr. P. V. Paulose, Accountant, Accounts Contractors, mail@accountsindia.net
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