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Mohamed
Mohamed.342605@2freemail.com 
Profile:   A self motivated, achievement oriented person with strong analytical skills and outstanding productivity in Accounts. Result oriented, enthusiastic and professional in manner and appearance dynamic leader and team builder
 Objective
To show complete dedication to duties and responsibilities entrusted and to fulfill to the maximum of my ability for a better future of the organization and myself

Areas of Expertise

· General Accounts.

· Pay Roll Accounts (WPS).

· General Administration 

· MIS Report

· Sales & Customer Service
ACADEMIC CREDENTIALS 
· Bachelor of Commerce -B. Com. from Calicut University, Kerala, India.

COMPUTER CREDENTIALS
· Diploma in Computerized Accounting (Peachtree, & DAC Easy).
· Certificate in computerized Accounting          ( Tally 7.2)

· Microsoft Software Application - MS Office ,Oracle (Legacy, Premier)
PROFESSIONAL EXPERIENCE
Over 10 years of proven experience as listed below:
	Organization
	Location
	Position
	Period

	Tawam Building Materials Co. L.L.C.
	Abu Dhabi –U.A.E.
	Finance In charge
	Feb 2014 to Jan 2017

	Zam Zam Pharma Group
	Al Buraimi – OMAN
	Finance & Admin
	June 2012 - Dec-2013

	Taiba Tours & Travel
	Al Buraimi - OMAN
	Finance 
	Dec 12 – Jan 14 ( Part Time)

	SH Ahmed  Bin Hamed Private Office 
	Abu Dhabi – U.A.E.
	         Accountant
	Nov 2008 – Jan 2012

	B.G.A. (Paris Gallery)
	Sharjah  –   U.A.E.
	      Accountant
	July 2006 – Oct 2008

	Malco Mill
	Malappuram- India
	Sec. Cum Accountant
	Sep 2004 – Mar 2006


Career Progression:
Tawam Building Materials Co. L.L.C-   Abu Dhabi – U.A.E.  
Position:  Finance In charge  





    23-02-14 to 04-01-17            
·  Responsibilities:

Operation of Banking Transactions, petty cash & Counter Sales

Monitoring Credit sales & Exp daily And Stock control also

In contact with BANKs for updates related to LC s & Guarantees  

Preparation and Handling all works relates to LCs, Guarantees  

Handling Bank Facilities and renewal of that on time as per banks requirements 

Preparation of sales invoices & co-ordinate with marketing manager   

                              Preparation of Cash Flow forecast on weekly



   Preparation of Bank Position on daily 


Preparation of Bank Reconciliation Statements On monthly

Preparing Salary (WPS) and other benefits for staffs 

Aged Creditors & Debtors ledgers monitor & take necessary action 

Providing various type of reports monthly to Managing Partner

Providing complete stock report on monthly 

                              Preparation of Direct &Administration Expense statement on monthly  

                              Preparation of Profit & Loss A/c on monthly                                  

                              Conducting Interim & Annual Auditing for T.B.M.
Zam Zam Pharma Group-   Al Buraimi   - Oman
Position:  Finance & Admin In charge



 
01-06- 2012 to 02-12-2013            
·  Responsibilities:

Handlings counter sales & Customer service 

Operation of Banking Transactions, petty cash, creditors’ ledger & Counter Sales

Monitoring counter sales & Exp daily And Stock control also

Handling of all the office and administrative work related with Pharmacies

In contact with MOH for new rules and updates related to pharmacies 

Handling all HR & PR works related with branches 

Handling all cash and credit purchases for pharmacies 

                              Preparation of Cash Flow forecast on weekly

Preparation of Bank Reconciliation Statements On monthly

Preparing Salary and other benefits of branch staffs 

Creditors & Debtors ledgers moniter & take necessary action 

Providing various type of reports monthly to Group MD

                              Preparation of Direct &Administration Expense statement on monthly  

                              Preparation of Profit & Loss A/c                                  

                              Conducting Annual Auditing for the Branches

Taiba Tours & Travels - Al Buraimi   -  Oman
Position:  Finance & Customer Service (Part Time)


 01-12- 2012 to 15-01-2014            
·  Responsibilities:

Tracking of day to day operations & customer service as front office

Monitoring counter sales & Corporate Sales also

Handling of all the office and administrative work related with Agency

Handling all HR & PR works related with office 

                              Preparation of Cash Flow forecast on weekly

Preparation of Bank Reconciliation Statements On monthly

Preparing Salary and other benefits of branch staffs 

Creditors & Debtors ledgers monitor & take necessary action

Reconciliation of Debtors and creditors ledger   

Providing various types of reports as management required 

                              Preparation of Direct &Administration Expense statement occasionally 
SH Ahmed Bin Hamed Private Office (Al Farida Investment) Abu Dhabi
Position:   Accountant
& Secretary


 
01-11- 2008 to 09-02-2012             
·  Responsibilities:

Operation of Banking Transactions, petty cash, creditors’ ledger 

Handling of all the office and administrative work related with SH’s Private Affaires

All Secretarial duties for SH.’S

Schedule Meetings & business trips as well 

Coordinating with Banks & other offices for private affairs  

Preparing Salary and other benefits of various Palace staffs

Handling group Insurance policies & General Insurance  

Handling real estate dept duties and responsibilities  

Handling projects payments & schedules which are under private office

Preparation of Cash Flow Projection on weekly 

Preparation of Bank Reconciliation Statements On monthly

Providing various type of reports to Manager

                              Conducting Annual Auditing for Private Office

Beyond Gulf Advertising & Marketing   LLC (Paris Gallery) Sharjah
Position:   Accountant                                                                               July, 2006 – Oct, 2008 
·  Responsibilities :

Operation of Banking Transactions, petty cash, 

Creditors & Debtors ledger of Magazine and Digital printing Dept.

Preparation of Invoices of Media, Production and Digital printing Dept 

Handling of all the office and administrative work related with BGA- Digital printing dept.

Preparing Overtime benefits of BGA ware house staff (Digital Printing Dept)

Preparation of Cash Flow Projection on weekly

                              Preparation of PGA & PGE Magazine Ad Invoices and follow-up of payments

                              Staff Pay roll preparation and Salary payment Media & Advt staff

                              Preparation of Direct &Administration Expense statement on monthly  

                              Preparation of Trial Balance & Profit & Loss A/c                                  

                              Performance Sheet on monthly for reporting to Group Finance Officer & GM
MALCO. MILLS.  Malappuram  - India
Position:  Society Secretary cum Accountant                                       Sep, 2004 - March, 2006 
·        Responsibilities :


Operation of Banking transaction, Day book, Creditors ledger, Cash book,


Price Listing and secretarial duties


Preparation of Receipts and Disbursement statement on monthly basis


Preparation of liability registers at the month end.


Preparation of wages collection statement from the members

             Conducting general board meeting on monthly, and Annual general board meeting 

Strength:
Career Oriented

Ability to communicate freely and effectively

Ability to maintain good relations with colleagues

Young hard working with positive attitude

PERSONAL DETAILS
Date of Birth

    14/10/1981

Nationality

     Indian

Marital Status

     Married

Languages Known
     English, Hindi, Arabic & Malayalam

Hobbies and Interests
     Driving & Photography                                                                                                                                                                                                                                               

Visa Status

     on Employment Visa 

                                             Having U.A.E Driving license 
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