Désignation : office administrator cum Accountant
Exp CTC: As per co. norms
NP: Immediate
Total EXP: 10 yrs 4 months
Indian Nationality

ASIF 
ASIF.366733@2freemail.com  
​​​---------
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O B J E C T I V

Desire an Office Administrator position with Quick Construction. Offering expertise in managing supportive administration tasks aimed at providing assistance to all departments within the organization as a team members to achieve advancement and growth for the company.
S U M M A R Y

· More than (10) ten years’ experience of office administration and Accounting
· Master in Business Administration (M.B.A.)

· Certificate in HR and Admin from Nadia (UAE)
· Master in Commerce (M.Com)
· Bachelor’s Degree in Accounting. (B.COM)
· Proficient with MS office, Windows, Internet and outlook
· Outstanding communication and interpersonal abilities

· Excellent organizational and leadership skills

· Familiarity with office management procedures and basic accounting principles

· Excellent knowledge of office management software (ERP etc.
W O R K H I S T O R Y
2014-2016 :  Office Administrator @ SM Construction (Hyderabad, India)
Job Duties:

· Communicates with relevant agencies to produce travel itineraries for business directors and employee events

· Arranges meetings by scheduling appropriate meeting times, booking rooms, and planning refreshments

· Manages correspondence by answering emails and sorting mail

· Assists in planning and arranging events, including organizing catering

· Handles expenses and billing cycles

· Manages reception area and looks after visitors

· Drafts, formats, and prints relevant documents

· Maintains stock lists and orders office supplies as needed

· Manages staff expense requests

· Interacts with directors and carries out their requests

· Creates agendas and takes meeting notes

· Assists in purchase orders and invoicing

· Maintains accurate records for employee holiday requests

· Manages outgoing post and records data on special deliveries

· Attends workshops and conferences when requested

· Conducted several seminars for new employees as part of the induction and integration process of the company
· Initiated a collating directive which resulted in handling payroll systems in an effective and efficient manner
HR Assistant

1. Provided support to the recruitment and induction processes
2. Handled personnel records and labor relations
3. Performed job evaluations and handled benefits administration procedures
4. Assisted in reviewing and entering data from human resource documentation
5. Maintained liaison with prospective candidates
6. Arranged interview schedules and followed up on candidates’ responses
7  Handle HR related documentation and records
8. Act as the first point of contact for all human resource related activities
9. Assist human resource managers during recruitment and induction procedures
10.Create and maintain liaison with external recruitment agencies
11.Coordinate in-house training activities and track training sessions
12.Assist HR in performing background checks and reviewing references
13.Coordinate interviews and direct applications to the right channels
2.  2009-2014:  Project Accountant El Seif Engineering and Cont.  (KSA, Riyadh)
· Dealing with the banks for opening Lc and other payments
· Making payments to sub contractors up on receiving their bills
· Preparing monthly budget 
· Preparing bank reconciliation statement
· Preparing labour salaries and distributing staff salary
· Physical checking of store materials
· Closing of accounts monthly and yearly
· Fixed Assets Analysis 
· Bank Reconciliation
· Automated Payroll 
Assist Project Administration
· Coordinate office activities and operations to secure efficiency & compliance to company policies

· Supervise administrative staff and divide responsibilities to ensure performance

· Manage agendas/travel arrangements/appointments etc. for the upper management

· Support budgeting 
· Create and update records and databases with personnel, financial and other data

· Track stocks of office supplies and place orders when necessary

· Submit timely reports and prepare presentations/proposals as assigned

3. 2007-2007:   Accountant Kettaneh Construction (KSA, Al Khober)
· Opening LC and dealing with overseas suppliers and banks
· Dealing with the banks for opening Lc and other payments
· Making payments to sub contractors up on receiving their bills
· Preparing monthly budget 
· Preparing bank reconciliation statement
· Preparing labour salaries and distributing staff salary
· Physical checking of store materials
· Closing of accounts monthly and yearly
· Fixed Assets Analysis 
· Bank Reconciliation
· Automated Payroll 
· Final Calculation (Gratuity, leave salary, provisions of Tickets etc.)
4. 2004-2006:  Accountant  Cum office Administrator Al Wasel Engineering (UAE, Dubai)
Office Administrator Job :

Ensures proper flow of office procedures, and supports the office directors by carrying out common office duties. Maintains a positive and friendly company image by acting as the first line of contact to visitors, customers, and vendors in person.
Conduct clerical duties, including filling, answering phone calls, responding to emails and preparing documents.
Scheduling meeting and travel arrangement of staff and labour
Provide administrative support for operations team

Preparing pay roll and maintaining attendance registers of staff and labours

Keep record of labour cards, insurance and medical cards and visas details of labours and staff

Accounting
 Looking after entire accounts of the company including accounts payable and receivable main job responsibilities includes
· Budgeting 
· Accounts Payable 
· Fixed Assets Analysis 
· Bank Reconciliation
· Automated Payroll 
· General Ledger 
· Financial Account Analysis 
· Import and export transaction
· Opening, Lc
· Final Calculation (Gratuity, leave salary, provisions of Tickets etc.)
Computer Literacy
· Accounting Software
· Payroll
· Proprietary Company Software (ERP)
· MS Word and Excel

Education 
Osmina University, Hyderabad, India  
· M.B.A., Finance,HR
· M.com
· B.Com, Accounting 
Certificate in HR & Admin from UAE
