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Syed.361996@2freemail.com
POST APPLIED: ACCOUNTANT & ADMINISTRATOR
PREVIOUS GULF EXPERIENCE:

[image: image2.emf]Country Designation Company

Makkah, Saudi Arabia

Accountant & 

Administration Officer

German Based Company


OBJECTIVES:

An accomplished Accountant & HR Administrator with 6 years of experience, who effectively delivers Accounting and Human Resource Administrative solutions with an enthusiastic and positive work style in support of organizational goals, demonstrates expertise in the following areas: General administration, management, employee relations and corporate goal attainment. Expert communicator able to resolve conflicts and negotiate win –win outcomes. 
· AREA OF EXPERTISE:

  ~ High Level Administrative support/awareness ~ Reporting & Analysis

  ~ Productivity and Performance Improvement
 ~ Execution Planning & Meeting agenda

  ~ Excellent Organization Skills  

 ~ Devising Management Principles

  ~ Determine Work Priority/setting 

 ~ Customer/Vendor Satisfaction & Relation

  ~ Effective Interpersonal & Communication Skills ~ Awareness of multiple departments

· KEYS SKILLS & COMPETENCIES:

 ~ Experienced, energetic, reliable and detail-oriented Administrator
 ~ Extensive Knowledge of Excel Spreadsheets, PowerPoint Presentation, Word

 ~ Excellent Knowledge and Experience of ERP (SAP) system software
 

 ~ Strategic vision with effective pro-activeness      
 ~ Effective Time Management     

 ~ Excellent client service and communication skills          

 ~ Operational knowledge in Admin, Accounts, Sales, Purchasing & etc.
CORE COMPETENCIES:

~ Confidential Record Keeping
~ Travelling Arrangements   
~ Devising Mgt. Principles
~ Understanding Organizational Behavior 
~ Employee relations

~ Occupational Safety and Health Admin  
~Book Keeping


~ Health Insurance Portability and Accountability
~ Maintaining petty Cash 
~ coordinating with internal and external auditor
· PROFESSIONAL EXPERIENCE:

Pebi Cloud Pvt. Ltd.






     July 2016-Mar 2017
Accountant and HR Administrator

India
Pebi Cloud Pvt. Ltd. is a cloud computing organization that helps business to develop with cloud computing and mobile applications.
Responsibilities: 
Accountant:
· Managing the day to day activities of AR and AP department.
· Carry out collection and reporting activities according to specific deadlines.
· Perform account reconciliations for vendors and customers.
· Monitor customer receivable details for non-payments, delayed payments and other irregularities.
· Research and resolve payment discrepancies.
· Generate ageing analysis of customers and vendors.
· Make recommendations to improve quality of invoicing and collection procedures.
· Weekly reporting of cash flow and fund flow.
· Weekly review of AR aging to ensure compliance.
· Supervising the monthly reconciliation of all accounts. Interaction with Banks.
· Preparation and presentation of monthly MIS reports.
· Handling all the credit control activities.
· Resolving queries both internally and externally around outstanding invoices consulting with respective departments.
· Posting and allocating daily bank and cash receipts to accounting system.
· Handling all kind of month-end GL entries and their reconciliation.
· Complete supervision of Cash and Bank transaction.
· Preparation of trial balance, Profit and loss, Balance sheet and handle overall accounts of the company.
HR Administrator: 
· Preparing company presentation for client and Internal meetings.
· Organize official meetings and scheduling interviews & hiring’s.
· Prepare reports, Memos and letters preparing for management concerns
· Prepares weekly management team roster and manage the leave calendar.
· Provide accurate administration of all paperwork generated at office level.
· Updating and maintain the holiday, absence and training records of company staff
· Assist in conducting personal interviews and performance appraisals.
· Ensured all aspects of the project are delivered to the highest standards, work across the team to achieve seamless result for client.
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RIVA GmbH Engineering – (German Based Company)
 
   NOV 2014-FEB 2016 

Accountant and Administration Officer
Saudi Arabia
RIVA GmbH Engineering is a construction company headquarters in Backnang, Germany and branches in Gulf countries like U.A.E and Saudi Arabia. Worked in Saudi Arabian branch.

Responsibilities: 
Accountant:





       

· Confidential and sensitive business information is protected & ensures that all filing, maintenance of records, file management and day to day activities are undertaken to the required standards.

· Responsible for financial entries and reports.

· Preparation of trial balance, Profit and loss statement and balance sheet under the supervision of Chief accountant from Germany.

· Creation of vendor account groups, vendor masters, number ranges and assignment number      ranges.

· Provides feedback to the management to enhance a better and cordial working environment.

· Taking and transcribing dictation on confidential and Financial/Accounting matters from the Head of department.

· Payroll process, managing people’s reward, people like to be paid so the company has offer and provide an attractive and competitive salary.
· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances; updating Organization Chart.

· Ensured input and timely payment of all vendor invoices.

· Responsible for weekly check run and positive pay transmission.

· Coordinated approval processes of all accounts payable invoices.

· Arrange Opening of Letter of Credit / Bank Guarantees and coordinate releasing of            Merchandise from customs.

· Coordinate with relevant Group Function on any issues relating to physical office maintenance and     upkeep.

· Manage inventory of office supplies and initiate orders.

· Custodian of departmental petty cash.
Administration Officer:
· Coordinates, negotiates and liaise with employment and advertising agents on service fee, advertisement recruitment and interview schedules.
· Conducts interviews up to managerial level and prepares Offer Letters to selected candidates. 
· Attend to employees’ grievances and complaints; provides guidance if necessary 
Provides feedback to the management to enhance a better and cordial working environment.
· Implement and monitor support services, including procurement of supplies and services.
· Provide suggestion to senior management works with management to create short- and long-term business plans, including operational, organization, and financial aspects.
· Maintain and expand new and existing business relations.
· Oversees facilities, safety and material utilized in the department, coordination with appropriate services.

· Provides historical reference by developing and utilizing filing and retrieval systems.

· Confidential and sensitive business information is protected & ensures that all filing, maintenance of records, file management and day to day activities are undertaken to the required standards.

· Custodian of Documents; monitor validity major documents such as certificates, passports, driving license.

· Performs/scheduling HR functions relating to hiring, recruitment, training, visa related issues, compensation, promotion, termination & career development.

· Coordinate with relevant Group Function on any issues relating to physical office maintenance and upkeep.

· Making business travel arrangements, preparing itineraries, compiling, and maintaining travel records and vouchers, along with Hotels Reservation, Car Rent & Etc.

· Oversee the operation of various office machines to include copier, computer, fax, phone and mail machine.

· Manage inventory of office supplies and initiate orders.

· Coordinates with sub-contractors like manpower suppliers and material suppliers.
· Making the manpower suppliers time sheet for the invoice propose and following up with the invoice of subcontractors till payment made.
· Prepare reports, Memos and letters preparing for management concerns.
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INTELLIGENT ENTERPRISES POWERED BY PROCESS




GENPACT



                   

                        
OCT 2012–OCT 2014

Process Accountant and HR Admin.
INDIA
Genpact Limited, formerly a GE-owned company called GE Capital International Services or GECIS.        It has a presence in 28 countries, with delivery centers in the United States of America.

Responsibilities: 
· General accounts, petty cash , invoices, receipts , Accounts payable & receivable

· Organize official meetings and planning company events.

· To schedule and attend confidential management and board meetings.

· To communicate and build good relationships with customers.

· Handling sensitive materials/issues with discretion and maintaining office records in a confidential and organized manner.

· Prepares weekly management team rosters and manage the leave calendar.

· Handle large amounts of paperwork and database.

· Communicate clearly with team.

· Assist in arrangements for company held events.

· Coordinate with all functional areas to follow up on outstanding matters. 
· Screening telephone calls, enquiries, and requests and handling them when appropriate
· Organize & dispatch all Seasonal greetings cards, Annual reports, News Letters & Invitations.

· Updating, processing and filing of all documents.

Fuzionsoft Pvt. Ltd.


                           


      May 2010 – Feb 2012
Jr.Accountant
INDIA
Responsibilities: 
· General accounts, petty cash , invoices, receipts , payable & Receivable
· Preparation of Trial Balance, Profit & Loss A/c and Balance Sheet under supervisor
· Bank reconciliation 

· Preparation of Vouchers (Cash & Journal).
· Preparation of monthly payroll

· Maintenance of complete books of accounts.

EDUCATION QUALIFICATION:

· Masters of Business Administrator (MBA) – Osmania University, India 
· Bachelor of Commerce, Computers (B.Com) - Osmania University, India
IT SKILLS:

 
Working experience in MS Office, Tally, SAP ERP System.

PROFESSIONAL TRAINING & DEVELOPMENT:

 
Time Management, Effective Time Work, Creativity and Problem Solving 

Customer Service Essentials for the Frontline 
Customer Relation and Communication Skills & Leadership Development

Knowledge of SAP - ERP System.
Reference: Available upon request.[image: image5.png]
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