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 Najeeb  
Age: 30

        Martial Status: Married
                                         

Nationality: Sri Lankan
                                                        

e-mail: najeeb.349539@2freemail.com
Employment Highlights 


· 7 Years of working experience in Finanial Accounting field

· 1 Years of working experience in Stores 

· 4 Year International experience (Maldives & Qatar) 
· Pocess the knowelege of accounting softwares (Quickbooks,ACCPAC,ISCALA,MICROS,SUN SYSTEM,and MC) 
·  Degree of competence with Microsoft Word,Excell & Powerpoint 

Professional Qualifications

       

· Associate Management Accountant (AMA) Designation of the Institute of Certified Management Accountants of Sri Lanka (AMA-0201)

· CMA Professional level 01(P-01)  Examination In September 2010

· Successfully Completed CMA Intermediate Examination In March 2010

· Successfully Completed CMA Technician Stage Level -01 Examination In March 2009
Job Related Experience Summary

At present I working as a Accountant at Lenotre Paris – Qatar
Doha

Qatar

Senior Supervisor

MNR Association- Chartered Accountant

       2012/2013

Sri Lanka

Accounts Clerk




          2011July  –  2012 July
Park Hyatt Maldives-Hadahaa 

Rep of Maldive
Website : maldives.hadahaa.park.hyatt.com
Accounts Assistant





2008 April  –  2011 July
Tangerine Group Of Hotels/ Tangerine Tours Ltd


Website : tangerinetours.com

Store Keeper





 
2007 February  –  2008 March
Brantel Lanka (Pvt) Ltd
\

No 31 Olcott Mawatha Galle
Job Related Experience Details

Accountant





At Present

Lenotre Paris Qatar (bonne-maniere group)
Responsibilities (Accounts Payable)

From june 2014 to August 2016
· Check and posting Invoices Micros 
· Preparation Petty Cash Voucher
· Handle the Supplier Cheques Monthly wise
· Handling the book Keeping
· Checking all transportation bill & mainatence bills

· Tracking Staff Vacation Balance

· Assist to chef Accountant for month end report 

Responsibilities (Accounts Receivable)

  Since August 2016

· To balance daily system sales details against actual document received from out let

and Reconciliation Daily sales reports(four outlets)
· Update daily transaction excel sheet daily wise

· To check one by one all ENT checks if items are split properly(all outlets)
· To checks all discount checks if correct discount were given per company(all outlets)
· To post in excel file all credit cards sales (all outlets)

· To post in excel sheet income(all outlets)
· To post in excel file all discount, ENT and officer checks ,complimentary(all outlets)

· To post in general cashier  (all outlets)

Senior Supervisor   





2012-2013
MNR Associates- Chartered Accountant
Responsibilities
· Check & prepared Monthly Assignment Report

· Preparation Profit & Loss Accounts For Clients

· Check & Preparation Bank reconciliation

· Checking all reports & Profit & Loss Accounts for Client , send report to them.

· Handling the book Keeping

· Follow up all tax schedule for paymen
Accounts Clerk






 2011July  –  2012,July
Park Hyatt Maldives-Hadahaa 

Rep of Maldive
Park Hyatt Maldives-Hadahaa Profile:

One of Luxury Hotels in Maldivest with 50 Rooms, 2 F & B Outlets,,Sports & activities (,water sports,land sports,island hopping), Diving and Spa.

Responsibilities
· Entering Invoices to iSCALA Accounting Pckages
· Raising for the Cheques Collecting for Suppliers

· Handling Petty Cash

· Raised the Voucher Daily Expenses
· Preparation of NBT On  Monthly Basic
· Assist to the purchasing Manager to Purchase Order, Coordinate with Prospective Suppliers

· Assist to the Purchasing Manager Prepare  to report

· Assist ti the Purchasing Manager to do Purchasing
Account Assistant





2008 April  –  2011 July

Tangerine Group Of Hotels/ Tangerine Tours Ltd


No 236, Galle Road

Colombo 03

Sri Lanka.

Responsibilities

· Entering and Checking Payments to the Cash Book (ACCPAC) On Monthly Basis
· Entering and Checking Receipts to the Cash Book (ACCPAC) On Monthly Basis
· Preparation And Checking Of Monthly Bank Reconciliation Statements
-Commercial A/C 1

-Commercial A/C 2

-Us $ A/C

-Euro A/C

-Hatton National Bank

· Preparation of W.H.T (With Holding Tax) On  Monthly Basis

· Preparation of Stamp Duty On  Quarterly Basis
· Check and follow up the Receipts with Deposits slip and Bank Statement
· Check and follow up on Credit Card payment along with the Merchant Statement
· Preparation Monthly Account Schedules(Creditors. Debtors, Advanced A/C, Inter Company)

· Raising for the Cheques Collecting from debtors and Deposits in the Bank

· Raised the Voucher Daily Expenses

· Entering  Creditors (Suppliers) Quick Book On Monthly Basic
·  I am Handling Supplier payments of Nilaveli Beach Hotel Ltd 
Store Keeper





 
2007 February  –  2008 March

Brantel Lanka (Pvt) Ltd


No 31 Olcott Mawatha

Galle.

Sri Lanka
Responsibilities

· Issuing & Handling  phone stocks to Show room And Sales Representative

· Preparing Daily, Weekly & Monthly Sales trend reports. 

· Follow up the pending Sales

· Collecting Cash from Sales Representative

· Entering customer details and preparation of Reports

Educational Qualifications

Successfully Completed G. C. E. (A/L) Examination 

	Subjects 
	Grade

	Economics
	 Good Pass

	Business Studies
	Credit

	Accounting
	Credit


Successfully Completed the G. C. E. (O/L) Examination 
	Subjects 
	Grade

	Mathematics I
	Distinction

	Mathematics II
	R        Distinction

	Sinhalese Language
	              Credit

	Commerce & Accounts
	Credit

	Islam
	Credit

	Science
	Credit

	Dancing
	Credit

	English Language
	Simple Pass

	Social Studies I
	Simple Pass

	Social Studies II
	Simple Pass


Computer Studies        

· Have Sound Knowledge In Ms Office And Power Point Application

· Diploma In Computer Programming At Tec Sri Lanka

· Hands on experience on Desk Top Publishing

· Hands on experience on Basic Hard Ware And Soft Ware Installation

· Hands on experience on Accounting Packages such as ACCPAC and QUICK BOOK 
ISCALA, MICROS AND SUN SYSTEM
Personal Details
·  Full Name 


: Noor 

· Date of Birth


: 01st April 1984

· Nationality


: Sri Lankan

· Current Location

: Nuaija Doha, Qata

· Visa Status


: Residency Visa ( Transferable –With NOC)
Academic Achievements

Sports
· Represented the College Foot Ball Team

· Represented the College Cricket Team

· Represented the College Inter House Athletics Games

· Represented the Office Sport meet Games 

Others
· Was a member of the college Commerce Society in 2000-2003

· Was a member of the college  School Prefect Team from 2000-2003
I hereby declare that the above mentioned details are true and accurate to the best of my knowledge.

Thanking you.



       

Cordially,

………………………………






Najeeb




Date 

PAGE  
6

