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ADNAN
Email: - adnan.363211@2freemail.com
RELEVANT EXPERIENCE
ZIDAN GENERAL TRADING 
DUBAI, UNITED ARAB EMIRATES
FEBUARY 2014 TO TILL DATE
POSITION: CHIEF ACCOUNTANT
· Checking and recording all invoices delivered to the customer in Quick books online accountant software and Oracle ERP (Compass).
· Processing invoices in excel for the deliveries to the customers.
· Follow up for the payment from the customers as per balances or statement of accounts.
· Reconciling all the payment received from the customers.
· Doing Bank reconciliation on monthly basis.

· Passing entries for the expenses in the QuickBooks online accountant.
· Checking monthly sales & purchase.
· Providing details of monthly sales & purchase to the GM through reports of QBO.
· Checking monthly stock report for the central warehouse.
· Dealing all suppliers and processing their payments.
· Handling Petty cash.
· Preparing statement of accounts for the customers.
· Checking Stock reports of warehouse and make orders for the same.
· Preparing Customer balances Reconciliation. 
· Taking Care of warehouse storage.
· Conducting Inventories in stores on half yearly basis.

· Performing month end closing timely basis

· Preparing Stock transfer documents for customs From RAK Customs to Dubai store.

· Maintaining record of stock inbound and outbound for the inventory purpose.
· Assisting Warehouse staff in proper arrangement of Stocks within the warehouse.
· Guiding the warehouse assistant in preparing the deliveries on time.
· Cross checking the outbound and inbound stock document.
· Maintaining the Damages and returns Stocks record. 
· Supervise Stock management in a timely Manner
· Managing Warehouse resources Fully and check &administer safety criteria

· In charge of induction and training for newly hired staff and responsible for giving instruction to staff and insures safety at work at all times.

· Coordinate with customers on their requirements and bench marks.

GEANT HYPERMARKET (FU-COM LLC)
Dubai, United Arab Emirates
January 2011 To January 2014
POSITION: ACCOUNTS ASSISTANT (Payable)
· Checking, recording and posting of invoices, returns and any other debit and credit notes. 
· Conducting cash Audit (Cash Inventory) for all stores. 
· Conducting stock take in different outlets of the company monthly, quarterly, half yearly. 
· Invoicing in easy win & Microsoft Navision 
· Prepares payment for the due invoices. 
· Attending the queries of the suppliers. 
· Monthly Balance Confirmation of the suppliers and making reconciliation if there is discrepancy coordinate with them. 
· Month end reconciliation of purchases and returns and making adjusting entries to correct the book. 
· Make month end purchase and cumulative purchase. 
· Validation of invoices. 
· Booking of invoices already validated. 
· Proper filing of documents 
· Any other accounting activities as directed by the store Accounts Manager 
· Conducting & controlling stock take (Inventories) quarterly basis. 
· Processing LPO'S for office stationary and other requirements. 
· Doing month end works as booking rebates, credit notes and other incomes. 
· Downloading, Checking, outstanding, purchases of suppliers.
BHARAT ELECTROPLATERS &EXPORTERS
Moradabad, India
January2009 – December 2010
POSITION: (MERCHANDISER CUM ACCOUNTANT)
· Voucher entries in tally. 
· Maintaining ledger, purchase &sales registers etc. 
· Assisting in finalization of accounts. 
· Coordination among clients, suppliers and contractors. 
· Making enquiries for purchase and sales coordination. 
· Making payment of suppliers. 
· Reconciliation of accounts. 
· Dealing with Buyers & preparing offer sheet. 
· Handling Petty Cash, and maintaining petty cash book. 
· Dealing with suppliers. 
· Attending trade fairs & searching new buyers. 
· Proper filing of documents for easier access. 
· Make recommendations in accounting processes related to work in general. 
· Preparing quotations for the importers. 
· Developing financial plans. 
· Assisting in proper maintenance of financial records 
· Assisting in formation of budgets for the organization. 
· Always keep the organization in touch with the policies of the government. 
· Working in ms office & internet. 
EDUCATIONAL QUALIFICATION
BACHELOR DEGREE IN COMMERCE
MJP  ROHILKHAND UNIVERSITY BAREILLY, INDIA IN 2004 WITH 63%.
MASTERS DEGREE IN COMMERCE
MJP  ROHILKHAND UNIVERSITY BAREILLY, INDIA IN 2007 WITH 55%.
PROFESSIONAL QUALIFICATION
MASTER  OF BUSINESS ADMINISTRATION PUNJAB TECHNICAL UNIVERSITY, JALANDHAR.
(FINANCE/MARKETING) IN  2009 WITH 68%.
DIPLOMA  IN BUSINESS MANAGEMENT.
DIPLOMA  IN COMPUTER APPLICATION.
PERSONAL DETAIL
Fathers name:
Mr.  Mohtasib
Date of Birth:
8th Oct.1982
Marital status:
Single
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