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Professional Summary

	A Finance professional having 4 years of professional experience in accounts and finance, during my professional career I have worked in areas like, Payroll Management, Accounts payables & receivables, Ledger, Billing, Invoicing, Taxation etc. 

Objective is to work in an exciting and professional environment of the organization with personal development and growth possibilities and to achieve company’s goal through professional ethics, sincere commitment and hard work.

Key Skills: Finance & Accounting, General Ledger, Cash Flow, Accounts Payable & Receivable, Accounting Techniques, Inventory Management, Record Keeping, Invoicing, Aging, Profit & Loss Reporting, Payroll Management.

	

Key Competencies

	· Enthusiastic Finance personnel having more than 
3 years of experience 

· Working experience of Microsoft and advanced knowledge of Windows XP & MS Excel 
· Knowledge of WPS payroll system.

	· Analytical thinker with a keen eye for identifying, scrutinizing, improving, and streamlining complex work processes.

· Results-driven achiever with excellent planning and organizational skills, along with a high degree of detail orientation.
· Excellent Interpersonal and communication Skills
· Team player, result oriented and meets deadlines


	Company Name
	AL AHLIYA PVT. SCHOOLS
	Job Title
	General Accountant

	Company Address
	Sharjah, UAE
	Duration
	March , 2015 – Till Date

	Duties
	Accounts ( Receivable  &  Payable )
· Preparing, examining, and analyzing accounting records, financial statements, and other financial reports to assess accuracy and completeness according to International Financial Reporting Standards.

· Handling petty cash and cash in hand, preparing weekly bank reconciliation statement, making adjustments in cash book and tracing unpresented/uncleared cheques.

· Verifying invoices received from listed suppliers with goods received note, purchase order and with Performa invoices signed by authorized signatory and ultimately initiating payments for suppliers.

· Maintaining trade receivable/payable ledgers with ageing receivable/payable analysis and reconciliation of individual receivable/payable ledgers with control accounts as well as with customer/supplier statements.
· Handling of non-current asset register taking into account depreciation and valuation.

· Processing of payroll sending SIF files to W.P.S. (wages protection system) and having good knowledge of leave salary and gratuity according to labour law in UAE.  

· Developing, maintaining, and analyzing budgets, preparing periodic reports that compare budgeted costs to actual costs.

· Finalizing accounts by preparing income statement, balance sheet and statement of cash flows  
· Processing and preparing all kind of debit notes & credit note.

· Preparation of payment vouchers, cheques and bank transfer letters as per payment plan and payment run dates.

· Establish, maintain, and coordinate the implementation of accounting and accounting control procedures.

· Monitor and review accounting and related system reports for accuracy and completeness.

· Analyze Debtors & Creditors statement.

· Assisting management in day to day decision making process by providing accurate and timely information on key performance indicators.


	Company Name
	Shams Chemical
	Job Title
	Accountant

	Company Address
	Cairo, Egypt
	Duration
	March 2011 –May 2012

	Duties

	· Prepare financial statements and reports.
· Maintain budget files.
· Preparing bank reconciliations.
· Preparing monthly internal reports.
· Interpret and analyze financial records. 
· Perform accounting and budgetary work and other financially related tasks as required by the accounting manager or finance director. 
· Responsible for accounts payable.

· Tracking inventory with purchasing process.

· Arrange payment for supplier after coordinate with the chief accountant.

	Accomplishments
	· Achieved payment run dates as per schedule.
· 100% of reconciled Supplier accounts.

·  Achievement of Payment Plan.

· Working on modern accounting software ALPHA .
· To achieve all assigned objectives ensuring the company policies and instructions are affected in a timely manner

· Able to work independently

· Effective Communication 


	Company Name
	United Marketing of Cars (TOYOTA)
	Job Title
	Accounts Corporate Marketing

	Company Address
	Cairo, Egypt
	Duration
	November. 2009 to February. 2011

	Duties

	· Processed Purchase Orders
· Responsible for all GL entries pertaining to Sales and Marketing expenses.
· Maintains of general ledger & booking entries for others expenses.

· Preparing, and sustaining provision for S&M Expense accounts.

· Participating in the finalization of the company’s receivables from Vendors in coordination with the accounts payable department.

· Coordinate with Sales-teams, Brand Managers, Product Executives and other members of the team, and across the business.
· Coordinating with inventory department to record promotional expenses shared by Principals in order to raise promotion debit notes.

· Preparing reconciliations of sales & marketing expense accounts and providing marketing expenses monthly report for financial closing.

· Monthly updating report for sales & marketing.

· Reporting directly to the Accounts Manager.

· Perform other duties assigned.


	Education 
	University
	Location
	Degree and Major 
	Year Received

	
	Ain Shams University
	Cairo, Egypt
	Bachelor’s Degree – Accounting
	July 2009

	
	Cairo University
	Cairo, Egypt
	Advance Higher Diploma –(postgraduate), Economics and Stock Market.
	July 2013

	Technical Skills
	· (ticketing program) software , Amadious  

· (accounting program) software , SAIREX , ORACLE , ALPHA  

· MS Office (Advanced Excel, Word, PowerPoint, Access, Windows, IT) Peachtree
· PREPARING : finance Oracle software programmer

	Visa Status

Driving License
	Residence Visa (Husband Sponsorship).
UAE Driving License.


