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MOHAMMAD
MOHAMMAD.367567@2freemail.com  

FINANCE and BUSINESS ADMINISTRATION PROFFESSIONAL.






Finance / Accounts / Admin /Audit and Commercial Management Professional with over 12 years of UAE Experience seeking a position of Finance Controller, Commercial Project Manager.
PROFESSIONAL STRENGTH 

· Over 12 years’ experience of Financial Management in UAE.

· Finance/Budgeting/Controlling.
· Cash flow management and reconciliation.
· Office Management / Administration.

· Payroll Analysis.

· Financial Statements Preparation and Review.

· Procurement, Vendor Relations.

· Excellent Communication Skills.

· Accounts Payable/Receivable Management.
· Project Accounting and Project Financial Strategic Analysis.
· Commercial Project Management.
· Contract Management, Tenders and Bids Evaluation.
· Well versed in Customized Accounting Software.

· Strong Client Relationship.

EMPLOYMENT HISTORY

	Finance and Business Administration (Fin & BA)

GOPA International Energy Consultants GmbH.
Dubai Branch – UAE.
June 2016 – Present.
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Finance/ Business Administration and Commercial Management.
· Handling accounts finalization, monthly book closing procedure and in preparing financial statement such as balance sheet and P/L statement etc. 
· Manage reconciliations and collections of due account receivable on regular basis including follow ups.

· Finalize accounts, classify and maintain balance sheets, financial statement or quarterly reports.
· Preparing Reports Sales, Purchases, Payments, Cash book, Income Statement and Bank reconciliation statements to agree the accounts at each and every month.
· Provide assistance in audit preparation and coordinate project with team and management to exchange information.

· Preparing Project Reports and actual cost of the projects in order to report the project wise profit.
· Lead commercial tender process to identify the right operational cost structure for different business cases with sensitivity enable.

· Financial analysis to management decision making.

· Monthly financial management reporting.

· P&L and OPEX monthly results & variance analysis.

· Prepare Quarterly Account Profitability reports.

· Drive the quarterly forecast process to measure performance.
· Support preparation of forecast review presentation to senior management.
· Manage the Business Plan and mid-term Plan processes.

· Provide financial leadership and analysis in support of business improvement initiatives

· Deliver commercial support to Project Management throughout contract delivery cycles, advising on project control variations and commercial considerations of managing projects.

· Control the process of issuing Confidentiality Agreements as requested by the Senior Management and Business Development team.
· Contribute to the financial aspects of bids particularly cost estimation.

· Coordinate with administrative support staff to ensure that Confidentiality Agreement and Contracts & Agreements registers are properly maintained.
· Record and control expenditure and manage the budget - monthly follow-up and reports on budget progress and activity level. 
	Finance and  Office Manager 

GEA Middle East FZE.
Jebel Ali Free Zone. 

Dubai – UAE.
May 2014 – June 2016.
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Finance and Office Management.

· Consolidation of financial reports from various business units in the Middle East region.
· Manage reconciliations and collections of due account receivable on regular basis including follow ups.

· Ensure accurate financial recording, reporting, consolidation and accounts finalization to track fraudulent transactions and minimize occurrence of variances.

· Participate in Budget preparation, auditing and financial management activities.

· Provide assistance in audit preparation; coordinate with team and management to exchange information.

· Make wire transfers and journal funding transfers and reconciles monthly bank statements. 

· Liaise with relevant stakeholders (local authorities, GEA Middle East FZE office) on issues related to administrative, Visa Processing or personnel issues. 
· Maintaining the healthy office environment and maintaining office supplies and equipment.
· Reviewing the condition of the office and arranging for necessary repairs.
· Maintain all vendors and customers records.
· Oversee recruitment of new staff including training induction, visa processing and labour formalities in cooperation with HR department in Denmark.
· Implement and promote new GEA policies in the office.

· File and retrieve corporate documents, records, & reports.

· Ensure that established procedures and guidelines of GEA are followed. 

· Approval of expenditures, Office equipment, travel expenses, salaries and allowances.
· Liaise with banks, auditors, suppliers and all parties dealing with company.

· Uphold awareness of applicable laws and regulations to maintain up to date compliance.

· Prepares audit schedules for external auditors and acts as a liaison between the company and the auditors. 
· Handling Letter of Credit and LG documentation through various banks.
· Oversee import related activities.

· Review of staff traveling, airline booking & leave related matters.

· Correspondence to client, consultants, and banks.
	Finance and Admin Manager  

Al Salami Group of Companies

Dubai - UAE

June 2005 – April 2014
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· Managing the entire finance and accounting functions of the organization.

· Preparation of Budgets for the organization considering the business plan and status of the projects.

· Closing of GL in timely manner and also ensuring all costs are accounted properly.

· Report monthly financials includes monthly profit and loss account, Branch wise and consolidated, Balance sheet, and Cash flow Statement.

· Project Cost Control using Budgeted Cost and analysis for deviations and recommend measures for cost savings.

· Review of Books of accounts and ensure revenue and cost recognition entries in line with IFRS.

· Analysis of Vendors Aging Report, ensuring timely payments based on priorities, Credit policies and liquidity norms.

· Scrutiny and examination of Customers Aging Report Monitor the follow up, Liaise with customers and project managers and take part in the meeting.

· Monitor the invoicing to customers and monthly reconciliations of Customer Accounts.

·  Review and approve Purchase Orders after ensuring that they are in line with approved budget.

· Management of Fixed Assets, ensure capitalization in line with IFRS, provide periodic depreciation and test for impairment according to company policies & IFRS

· Preparation of Payroll on monthly basis and controlling leave salary and terminal benefits including gratuity according to UAE Labour Law (WPS).

ACADEMIC / TECHNICAL SKILLS 

· Bachelor of Commerce from Mumbai University – India March 2003.

· Currently Pursuing CPA from AICPA.

· Proficient in customized accounting software: SAP, Tally ERP 9, Peachtree, QuickBooks, Exact, Focus.
· Well versed in MS office (Word, Excel, PowerPoint) Email and Internet Applications. 

· Diploma in Civil CADD (AutoCAD 2D Drafting).
TRAINING / SEMINARS
· Training on Finance and Admin GEA Process Engineering Head Office, Copenhagen – Denmark. 
· Training for GEA Company Guidelines and Compliance Training in GEA Middle East FZE Dubai.
· Training for Samsung Network CCTV Cameras from SAMSUNG TECHWIN in Hyatt Regency Dubai.

· Training for import and export Letter of Credit documentations.
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