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Objective:
A  suitable position in professionally managed organization to utilize personal professional skill for the fulfillment of the organizational goal.
Professional Experience:- KSA
Company Name 


:
UNIBETON READYMIX
Current Industry Type

:
Construction
Current Functional Area

:
Finance & Accounts

Role



:
Chief Accountant

Total Years of Experience

:
14st Feb, 2014 to Now
Job Responsibilities:

General Accounts: -
Overall supervision of the day to day functions of the Accounts Department

Interacting with Stores, Purchasing & Personnel Department for the finance related matters.

Organize bank transfers to supplier in due time.

Ensure availability of cash for petty cash expenses.

Checking of  third party invoices.
Suppliers  and  subcontractors payment processing.

Relationship  with External Auditors.

In charge of  Tax and Social Security declarations.
Accounts Receivable:-
Generating weekly and monthly invoices, debit memos, credit memos, for all customers at all locations from Customer Profile & Order Processing (CPOP).

Reconciling the system data uploads and further processing of invoices etc. as per agreed SLA.

Accounting receipts against invoices affected directed by customers & ensuring that the payments are correctly allocated.

Prepare & circulate on agreed periodical basis unidentified deposits for clearance subsequently.

Keeping track of all security cheques, bank guarantees and security deposits.

Responsible to ensure that all cheques/cash collections for the day are banked on the next working day & the PDC’s in hand are banked on the due dates and checking with banks in case of any discrepancies.

Assisting in revising the credit limits of all customers based on inputs from the marketing department on yearly basis.

Verifying bank statements with daily collections.

Preparing fortnightly bank-reconciliations.

Monitoring the funds positions.

Communicate back to firm the outcome of the negotiations/proposals focusing on conveying the expectations set forth for each company i.e. clear details, critical timeframes, and expectations.

Accounts Payable:- 

Responsible for the Payable Accounting function and the oversight of A/P process, systems and policies, internal controls, and auditing processes are followed.

Reviewing supplier’s invoices received by mail, hand delivery or from other departments.

Ensuring supplier’s invoice are approved, wherever applicable in line with the company procedures and booked in the system on a timely basis.

The processing and approval of invoices, payment vouchers, capital expenditure request and check request.

The reconciling of purchase orders and stock receipts to vendor invoices and responsibility of working with the purchasing and receiving departments to rectify and discrepancies.

Reconciliation of vendor statements to open A/P.

Responsible for Financial Budgeting and Evaluation of Cost to Complete (CTC).

Assist the Financial Controller in month-end activities and financial analysis.

Reconcile general ledger accounts and transactions by comparing and correcting data.

Provides information to management by assembling and summarizing data, preparing reports or analysis and recommendations if needed.
Prepares various daily and monthly routine reports to management.

Assists office staff as needed and developing procedures to improve the processes and flow within the accounting office.

Work closely with segments financial accounting team in handling the legacy system related A/P responsibilities.
Banking :- 
L/C’s  for subcontractors and suppliers.

Monitoring  treasury position and optimum utilization of facilities.

Monitoring / negotiating financial expenses.

Negotiating  exchange rates for the transactions in foreign currency.

Monitor fixed deposit accounts / maturity dates.
Monthly Closing :-
Cash  and bank reconciliations.

Reconciliations of the partners accounts.

Reconciliations  with the Stores and Purchasing Department.

Preparing the financial statements in due time.

Scrutinizing ledger, analyze and reconcile balance sheet items.

Monthly Reporting :-
Treasury  position and monthly projections of cash flow. 

Guarantees issued and received.

Client  Payment Status.

Financial  Statements.
Professional Experience:- India
Company Name 


:
M.I. Industries
Current Industry Type

:
Engineering & Manufacturing
Current Functional Area

:
Finance & Accounts

Role



:
Chief Accountant
Total Years of Experience

:
01st Oct, 2012 to 14th Jan,2014
Job Responsibilities:

A) Handling all business accounts using latest( 
financial accounting software’s & ERP.

 B) General Accounting, Receivable, Payable, Bank( 
Reconciliation, Payroll Processing, vendor and 
customer balances sales and maintaining stock 
inventory.


 C) Reconcile the HR accounts and make the( 
necessary action on the outstanding balances.


 D) Follow up with the bank for all accounts,( 
especially for savings and investment accounts.


 E) Preparing of Journal Vouchers day-to-day,( 
stock inventory, cash and credit sales invoices, 
preparation of cheques and settles the accounts.


F) Maintain petty cash book, cashbook, subsidiary( 
books, personal ledgers, Reconciliation of bank 
statements with company’s books, preparation of profit 
and loss account and balance sheet.


G) Preparing monthly reports for the management.(
 Preparation and presentation of financial( 
statements of Accounts.


H) Preparation of monthly salary lists with( 
provident fund.


I) Performs other tasks as assigned by the( 
Finance Manager, president and CEO from time to time.


J) Prepare the Inventory reconciliation for the( 
month end and be sure that all accounts should be in 
the proper cost center then pass the journal entries 
using the accounting software.


 K) Ledger reconciliation with using all accounts.(
 Updates all accounts for monthly closing and( 
keep ready for all the necessary reconciliation 
accounts at the time of yearly closing.


L) Handling all payable accounts and keeps touch( 
with vendors for follow up the statement of account 
for every end of month.


 M) Accounts Code on the Invoices as per related( 
Accounts and send for Approval.


 N) Processing and issuing employee paychecks and( 
statements of earnings and deductions.


 O) Compiling employee time, production, and( 
payroll data from timesheets and other records.


 P) Maintain receivables accounts, coordinate( 
monthly transfers to receivables accounts, verify 
totals and prepare report.

Q) Prepare federal and state income tax returns for individuals, businesses other organizations. 

R) Maintain usually research and determine specific payment amount so the most accurate is applied to the returns.

S) Maintain various taxes for business, including property taxes, sales taxes and business license taxes. Taxes are usually calculated and filed as well as arranged in statements to submit to businesses for payment.

Professional Experience:- KSA
Company Name 


:
Al-Nasser Co., Jeddah (KSA
Current Industry Type

:
(Export & Import) & (Construction ) & (Trading)
Current Functional Area

:
Finance & Accounts

Role



:
Senior Accountant

Total Years of Experience

:
13th Aug, 2007 to 25th Feb, 2012
Job Responsibilities:

A) Maintain petty cash book, cashbook, subsidiary( 
books, personal ledgers, Reconciliation of bank 
statements with company’s books, preparation of profit 
and loss account and balance sheet.

B) Prepare the Inventory reconciliation for the( 
month end and be sure that all accounts should be in 
the proper cost center then pass the journal entries 
using the accounting software.

C) Planning, Studying, and collecting data to determine costs of business activity such as raw material purchases, Inventory & labor.

D) Analyzing data collected and recording results.
E) Analyzing changes in product design, raw materials, manufacturing methods or services provided, to determine effects on costs.

F) Analyzing actual manufacturing costs, services provided and preparing periodic reports comparing standards costs to actual production costs.

G) Recording cost information for use in controlling expenditures.

H) Analyzing audits of costs and preparing reports.

I) Making estimates of new and proposed products costs.

J) Providing Management with reports specifying and comparing factors affecting prices and profitability of products.

K) Assisting in month end close of the General Ledger.

L) Conducts Physical Inventories and monitors cycle count program.

Professional Experience:- India
Company Name 


:
Al-diwan impex,Saharanpur(India) 
Current Industry Type

:
Export-import-Manufacturing
Current Functional Area

:
Finance & Accounts

Role



:
Accountant
Total Years of Experience

:
01st Jan, 2005 to 31st Dec,2007
Job Responsibilities:

A) Maintain petty cash book, cashbook, subsidiary( 
books, personal ledgers.

B) Reconciliation of bank statements with company’s books.

C) preparation of profit and loss account and balance sheet.

D) L/C’s  for subcontractors and suppliers
E) Reconciliations  with the Stores and Purchasing Department
F) Verifying bank statements with daily collections.

G) Prepare and send invoices to debtors.

H) Calculate and distribute wages and salaries.

I) Prepare regular reports and summaries of accounting activities.

J) Prepare financial statements and debtors listings.

K) Resolve accounting discrepancies.

L) Compiles and analyzes financial information to prepare entries to accounts, such as general ledger accounts, documenting business transactions .

Professional Experience:- India
Company Name 


:
New Super engg.works-Saharanpur(India)
Current Industry Type

:
Engineering & Manufacturing
Current Functional Area

:
Finance & Accounts

Role



:
Accounts Assistant
Total Years of Experience

:
01st Nov, 1999 to 31st Dec,2004
Job Responsibilities:

A) Maintain payment and preparing receipt, Journal vouchers and cheques.
B) Maintain record of Petty Cash.

C) Performing all administrative task as required.

D) Maintain the proper filling system for Finance Director.

E) Prepare the letters, emails for Finance Director and make the necessary  Follow –UP.

F) Assist to Finance Director in daily routine work.

G) Receive and print all financial reports from Accounting Department staff and submit to Finance Director.

H) Assisting in Annul Budget.
Resume Headline

B.Com,  LL.B.
Key Skills





MS Access, MS Office, Tally-9, Smart Trading 2005 Trading System, Peach Tree,ERP
Operating Systems.

DOS, Windows 98, 2000, 2003, Xp, Vista
Languages known.

English, Hindi, Urdu, Arabic
Educational Information.

· B.Com from CCS. University, (U.P.)  with second's class in 2000
· Intermediate from  U.P. Board with second's class in 1997
· High School from  U.P. Board with second's class in 1995
Professional Information
· LL.B. from CCS. University, (U.P.) with first class in 2003
Personal Information

Date of Birth 



:
March, 31, 1978
Gender




:
 Male

DECLARATION

I hereby solemnly declare that all information given above is true and correct to the best of my Knowledge.

Date: 
Place : 
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