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                    CURRICULLUM VITAE

SHAKIR

Dubai, United Arab Emirates

E-mail: shakir.345309@2freemail.com

Objective:

  Looking forward for a challenging position to cover wide range of responsibilities in the field of Accounting/Finance & MIS where in my knowledge, skills are enhanced & appreciated and experience can be utilized in the development of the organization
Key Skill

· Working as an Accountant in Dubai for 2 years.

· Experience in Accounting/Finance, Data processing/MIS reporting analyst/Back office Operations & Commercial. 
· SAP MM (PR,PO,GR/IR & Invoice parking),

· Proficiency in computer skills on MS Excel (V-lookup, H-Lookup, Pivot table, Graph charts, IF Conditions, Validation rules, Text to Columns, Sorting etc.), Mail merge, Power Point Presentation.

· Expert Typing speed in English: 70 WPM.
Educational Qualifications      : Master of Commerce from Osmania University in 2001, Hyderabad, India.   

`  : Bachelor of Commerce from Osmania University in 1998, Hyderabad, India.

Technical Qualifications              : Typewriting English Higher. 
                                                           (Conducted by State Government Technical Board,AP, India)

Computer Skills

   : Diploma in Computer Applications,  Ms-office,
                                                           Windows 98,2000, 03,07 & 08, Ms-Excel, Word, Power point,
       Outlook, Internet etc.
Accounting Packages

   : Tally, Focus, Peachtree, Busy & SAP MM
PROFESSIONAL EXPERIENCE:
1. Currently working as an Accountant (Accounting/Finance & MIS) for Al Shaija Group, Dubai-UAE since Jan-2015.
Responsibilities
· Manage day to day financial transactions of the companies.

· Maintain book of accounts in computerized environment.

· Maintain of Petty cash book.
· Invoice making for Purchase/Sales and preparation of cheque for Vendors.

· Daily Reconciliations of Bank accounts and provide financial position of Banks for decision making.
· Maintaining records of payment information & keeping track for PDP/PDR Cheque.
· Preparing Sales man wise report of various branches and Branch wise reports with comparison.
· Preparation of Payroll and WPS.
· Checking utility payment like Electricity/Water, Telephone & Internet bill and making payment.

· Follow up with account receivable. 

· Maintaining stock Ledger and supervised Inventory control.

· Cash and stock audit and Internal Branch transactions adjustments.
· Secure Financial information by completing data backup every day.

· Maintaining record of Receivable & Payable. And 
· Preparing various MIS reports of Sales/Performance, Executive & Branch wise and Stock ageing report of Group of companies regular basis in Ms- Excel and Power point presentations.
· Preparation of monthly financial reports.
2. SD Communications, Hyderabad-India.

                                         Sep 2012 – Nov 2014
    Position held: Accountant
Responsibilities
· Maintaining day to day Accounts, preparing vouchers of  Payment, Receipt, Purchase&Sales in Tally.

· Maintenance of patty cash and daily conveyance expenses to the field executives.

· Monitor expenditure payments for materials, services and general charges.

· Responsible for coordinating the day to day activities include the bankers.
· Internal auditing weekly and monthly on cash receipts and Stock.
· Preparation of various accounting reports like Purchase, Income /Expenditure, Payable, Receivable Statements, & Bank Reconciliation Statement.
· Preparing salary sheet and Payroll for the staff.
· Maintaining records of payment information & keeping track for PDP/PDR Cheque.
· Month-end Journal entries and Finalization of Books of accounts, Profit & Loss, Balance Sheet and coordinating with the auditors.
· Preparing the Cluster performance report with ageing analysis on Service Complaint of CCI,CMI & Installation SLA for FTD & MTD on daily basis with comparison.
· Keeping track on the outstanding Debtors and taking appropriate measures for ensuring timely receipt of money from them.

· Preparing various MIS reports in Ms- Excel and Power point presentations weekly and monthly.


· Validation of Data of Installations and maintenance for preparing invoice and follow up with Debtors.
3. Tata Communications Limited, Hyderabad, India.                                       Nov. 2006 –Aug 2012 

    Position held: Pay out & MIS Executive in Operations.
 Responsibilities
· Log invoices in the system upon receipt in the correct supplier account and obtain further certification to enable invoices to be processed promptly. Identify invoices to be returned to the supplier where information is inadequate
· Passing the entries for all kinds of Vendor related transactions & Network related expenses through SAP MM data base for entire AP region and create the Purchase Requisitions, Purchase Orders, Service Entries (SRN/GR/IR) in MM module from time to time and processing the payment.
· Coordinate with Managers, Assistant Managers & Team Leaders for data collection and design reports to meet data analysis needs.

· Preparing the Cluster Head performance report of ageing analysis of CCI,CMI & Installation SLA for FTD & MTD on daily basis with comparison.

· Weekly and monthly review the Cluster head performance with comparison reports as well as the process review reports and present it to the management to help them to take right decision accordingly.

· Tracking & validation of Vendor Installations & Fault Repairs resolution (ICRs & FSRs) data to process the commission for every month.

· Preparing presentation in Excel Dashboard  and Power Point Presentations for weekly and monthly.

· Preparing every month end manual provisioning report of Vendors and sending it to HO.

· Maintaining & Coordinate with ASMs & Commercial team to provide the stock of recharge vouchers to maintenance team.
4. Balaji Financial Services, Hyderabad, India                                                May. 2004 – Oct. 2006
    Position held:  Accountant cum Administrator.  
  Responsibilities
· Maintaining manual and computerized accounting records in Tally 6.3
· Maintenance petty cash and day to day transactions Purchase, Payments, Receipts & entries in Tally.
· Journalizing all business transactions in to accounting software and keeping accounting manually

· Maintaining cash and daily/monthly conveyance expenses to the field executives.
· Collecting cash from the executive and deposit it in to the bank.
· Reconciliation of bank statement, Credit card statement and stock.
· Maintaining register for cash, PDC cheque and entries passing in to Tally.
· Preparation of Debtor statement and coordinating with Debtors and outstanding list/ reporting to management.
· Maintaining recovery stock and submitting Inventory report to Head Office.
· Monthly preparing Cash statement & Final Accounts of  Profit & Loss account and  Balance sheet
· Daily collection portfolio allocation to area wise field executives.
· Coordinating with Tele callers and generated leads giving to filed executives. 
· Preparing various MIS performance reports in Ms Excel and Power point presentation.
· Keeping track of Customer Application Forms.
· Preparing salary sheet and payroll to 35 members of staff.
5. Reliance Communications Limited, Hyderabad, India                                May. 2003 – Apr.2004

    Position held: Commercial Executive

    Responsibilities

· Maintaining of stock receipts and delivery, preparing all voucher (Sales, Receipt, Purchase & Payment) in Tally 6.3/7.2 & RECON (an application Soft Ware).

· Maintaining Cash Book, Stock Register and Log Book.
· Handling all imprest activity (Petty Cash or all cash exp.) for the Branch.
· Data entry of CAF through Clarify & Simplify. (an application software)

· Data entry of bill collections through Tally 6.3 Clarify & Simplify.

· Inventory and Cash handling.
· Timely deposit of cash and cheques, filing receipts and preparing Bank Reconciliations.

· Preparing reconciliation on ticket sales of Airdeccan & King fisher Flights Booking, Re-scheduling & Cancellations.

· Preparing Stock Reconciliation on daily basis.

· Generating NHQ reports and sending it to the Head Office through mail with MIS reports on daily.

· Maintaining Channel Partners Accounts and Reconciling at every weekend.

· Keeping track of pending CAFs and submitting the reports to superiors daily.
· Preparing Bank Reconciliation Statement with Pay-In-Slip with relevant bank statement and Credit Card reconciliation.

· Handling all the Internal Audits in Web World and give its reply to auditors and circle office.

· As per to the requirements of the Management, the role play in the office would be preparing of MIS – Reports which includes, Income and Expenditure Statements, weekly and monthly reports. 

· Processing payments of Employees claims such as Local Conveyance, Telephone Expenses and Domestic Travel claims as per their respective limitations. 

· Preparing of store profitability statement of the Branch Franchisee for every month end.
Personal Information
Gender 


: 
Male

Religion

:
Muslim
Marital Status

:
Married 
Date of birth

:
05-07-1977
Nationality

:
Indian

Languages known
: 
English, Hindi, Urdu & Telugu,
Visa status

:
Residential visa.
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