	Curriculum Vitae




Personal Details:

	Name                             :           Asif

Nationality                     :          Indian

Marital Status                :          Married

Legal Status                   :         Valid & Transferable Iqama

Driving License             :          Valid Saudi Driving License

Asif.362512@2freemail.com


Educational Qualification:

	Qualification                            :   Bachelor of Science (B.Sc)

                                                       Andhra Pradesh, India
                                                   :   Diploma in Management (MBA PART I) 
                                                       University of Leicester (UK)
Technical Qualification           :   Diploma in Computer Application

Microsoft Certified                  :   Microsoft Certified Professional (MCP)

                                                   :   Microsoft Certified Systems Administrator(MCSA)  

                                                              :   Microsoft Certified Systems Engineer (MCSE)

Cisco Certified                          : Cisco Certified Network Associate (CCNA)

Oracle Financial Applications  : Extensively Trained in the following modules 
                                                       Trained by SEDCO   (AR, GL, AP)                   


Other Skills

	Computer literate                        :  MS Word, Office 2007,  Windows 10, MS   

                                                         Outlook 2007, Power Point
Languages Known                       : English / Arabic



Experience in Saudi Arabia

	From 1st Feb. 2015 till to date :        Intimaa Real Estate Company

                                                                As Accounts Clerk/Administrator

· Help oversee and manage individual accounts.(company portfolio)
· Create, send, and follow up on invoices.

· Book and create on Instant invoice n cash book.
· Collect attendance sheet and prepare payroll for employees.
· Reconcile any discrepancies or errors identified by conversing with employees and/or clients.

· Review and financial statements, ensure all calculations and data entries are correct.

· Suggest changes or improvements to increase accuracy, efficiency, and cost reductions.
· Adhere to the company's or organisation's financial policies and procedure.
· Prepare business proposals in power point.

· Prepare statement of account for sub-contractors payments.

· Prepare invoices and estimations in zoho financial application.
· Perform Administrator duties to generate documents as necessary.

· Provide complete office support in order to ensure efficiency and effectiveness within the Office.
· Coordinate between the departments for pending issues or queries. 

· Maintain excellent organizational and time and stress management to complete the required tasks.
· Meet strict timelines and perform multiple tasks.
· Maintain financial records and make computations quickly and accurately.
· Skill and knowledge in the operation, use and care of office equipment.
· Work independently and organize complex clerical tasks
· Maintain incoming/outgoing files.

· Maintain an adequate inventory of office supplies.

· Type confidential documents in English and Arabic.
· Maintain excellent organizational and time and stress management to complete the required tasks.

· Able to manage a number of requests and situations at one time and meet the tight deadlines.
·  Organize and schedule meetings and appointments.

· Produce and distribute correspondence memos, letters, faxes and forms.
· Organize the work as per demand and priorities. 




	From 1st April 2003 till to date :           Al Mahmal RealEstate Dev. Company                                                     
                                                                  As Coordinator in Finance Dept.
Job Objectives:

· Receivable book in AR Oracle Financial on daily basis.
· Payments book in Accounts Payable in Oracle Financial.

· Prepared JV’s in GL Oracle Financial.
· Prepared bank reconciliation on monthly basis.
· Prepared daily cash report/rental revenue and deposit in the bank.

· Prepare Cheque payment vouchers and cheque’s and Bank Transfers.

· Handle petty cash and booking on daily basis.
· Rent/Service invoice book in Oracle financial for all tenants at the end of month. (Monthly)
· Invoice book of Electricity in Oracle quarterly for all tenants. (quarterly)
· Prepared Cheque’s and Bank Transfers, and GOSI payments for both AMD & AMT etc.
· File Cheque payment voucher, cash receipt and cash payment voucher on daily basis.(daily)
· Safe keeping and Maintain files/service contracts and make copies if required time to time when requires.
· Supervised  all parking cashiers successfully for smooth operations. 
· Maintained all outgoing/incoming files and other safe keeping in Finance Dept.
· Provide complete office support in order to ensure efficiency and effectiveness within the Office.
· Provide administrative services for the Finance & Accounts department.
· Receive, direct and relay telephone messages and fax messages.
· Coordinate between the departments for pending issues or queries. 

· Respond to department inquiries and follow up.

· Maintain excellent organizational and time and stress management to complete the required tasks.

· Able to manage a number of requests and situations at one time and meet the tight deadlines.
· Organize the work as per demand and priorities. 

· Maintain the general filing system and file all correspondence.
· Other assignments as per the requirement of the management.
Knowledge, Skills and Abilities
Knowledge:
1-Office Administration               2-     An understanding of relevant company

                                                         policies  and procedure  

Skills:

1- Team building   2- Analytical and problem solving skills  3- Decision making skills

4-Effective verbal and listening communications skills 5- Time management skills

Personal Attributes:

Maintain strict confidentiality in performing the duties and demonstrate the following:

· honest and trustworthy
· Respectful

· Possess cultural awareness and sensibility

· Flexible

· Demonstrate sound work ethics.
From 1st November 2000 till Mar 2003 : The British Council as Customer Service

                                                                     Officer/Administrator
Job Objectives:  

· Overall in charge for University of Leicester activities in Jeddah for Planning, Marketing, Promotions, Recruitment etc..

· Prepared the Marketing plan & Strategy in advance beginning of the year to visit the British Council key contacts and arranged meetings other corporate contacts across the Kingdom for presentations.

· To take every opportunity to become informed about the business community and to inform them about available distance study programmes.

· To compile a database of company’s, HR & Training Managers and potential recruits, for use in recruitment drives.

· Arranged public events and seminars twice a year in Jeddah for promoting the courses and attend all education related BC exhibitions, MEETS, Computers..

· Set the deadlines for the student’s assignments and arranged exams, and supervise the exams in the British Council.

· To store all enquiries and records of exchanges and intentions on a standard database.

· To use the database for regular follow-up until the enquirer states he is not going to join the programme.

· To maintain supportive and open communication with all other Council staff and to offer help from time to time if appropriate.

· To interview and provide information for customers including a range of courses so that the applicant can make an informed choice.

· To follow up all enquiries in a systematic and timely manner until the enquirer has applied or decided not to.

· To liaise with providers on design and placement of advertisement in local press.

· Complete range of Marketing/Administrative services in a highly confidential environment.

· Good Negotiator, Good communication skills, Good listener, fast learner, tactful in handling customers.

· Leadership skills and command over the staff.

· Prepared weekly report about daily activities to be informed the higher management at the end of the week.

· To demonstrate confidence and assertiveness

· Involved direct contact with the students to facilitate communication between students and University.

From April 1998 till October 2000:       The British Council as a Assistant 

                                                                   Customer Service Officer
Job Objectives:      

· To respond warmly and in a welcoming manner to phone, fax and email and personal enquiry.

· To attend customers and to give information about English Language courses in UK and courses in BC.

· To interact and keep open communication with all other departments to update the activities in the British Council.

· And also to keep update the database about the enquirer and other key contacts and Alumni group in the Kingdom.

· To compile a database of company’s, HR and Training Managers and keep informed about the BC activities.

· Attend the public events and take part every year British University exhibition.

· Look after the admin support and task during the registration of the courses.

· Prepared the advertising leaflets in Arabic and English to keep at the reception and around the BC.

· Prepared all the Arabic letters to distribute among the students during the courses.

· Interpreter between the students and teachers.

· To store and take backup everyday the BC database.




	From 1st September 1994 to 30th March 1998 :  The National Commercial Bank

                                                                                 as Executive Secretary

Job Objectives:

· Prepared the training strategy along with Programme Manager for the year, and implement as per the demand in different divisions in the Bank.

· Visit the different departments to meet department managers to discuss their training programmes.

· Help the staff to coordinate with International providers for training i.e. in Dubai, Jordan, UK and US.

· Informed higher management about their staff training needs and their attendance in the courses.

· Arranged English and Banking courses and coordinate with Institute of Banking, British Council, and American English Language Centre.

· Frequent communications with departmental heads.

· Prepared weekly report to the higher management about trainees’ activities.

· Self-correspondence in English and Arabic.

· Coordination with division’s managers, and trainees by telephone and in writing.

· Maintained the database and update everyday.

· Arranged meetings for Programme Manager.

· Maintained files in a proper manner for incoming and outgoing documents.

· Complete range of administrative services in a highly confidential environment. 
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