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	RASHID

Accountant  General / Cashier / Payroll Officer

Email : Rashid.371316@2freemail.com


	Languages 
	English, Arabic Urdu, and Hindi

	Marital Status / DOB
	Married / 02nd February 1979

	Nationality/Religion 
	Indian / Islam


Academic Record:
	Graduation

	Dec 2002 – Passed The Bachelor of Commerce Degree Examination from the B.R.A Bihar University.Muzaffarpur-India

	Computer Literacy

	· ERP: e-Promise Database & SAP
· Tally (Accounting Software) 

· MS-Office (Word, Excel, Outlook) 


OBJECTIVE:
To secure a responsible and rewarding position where my education, knowledge and skills could be put to the best of application and which offers a mutually beneficial association for the organization and self in the long term. Desire a position with career growth potential.

KEY SKILLS
Accounting, Corporate Finance, Reporting, Attention to Detail, Deadline-Oriented, Confidentiality, Time Management, Data Entry Management, General Math Skills Auditing, Administrative Support, Good Communication & Interpersonal Skills, Team Leader and IT Related Skills.

Work Experiences 13 Years
	Company Worked
	Period of Service
	Designation

	HABTOOR LEIGHTON GROUP

DUBAI- UAE
	Dec. 2005 to Jan 2017
	Accountant General

	MS Agrawal Pradeep & Associates Pvt Ltd.(Chartered Accountant ) New Delhi
	Dec 2003 to Dec. 2005
	Asst.Accountant


HABTOOR LEIGHTON GROUP. the company is one of the leading diversified international contractors in the Middle East and South Africa HLG focuses on two core market sectors: Infrastructure and High-rise Building.

The company has executed the historical projects of Dubai like the one, Burj Al Arab at Jumeirah Beach, Business Bay at Sheikh Zayed Road, Dubai International Airport to name a few & more.
	Responsibilities handled as Accountant Since December, 2005 to Jan 2017

	General Accounting:

· Preparing Trial Balance, Profit & Loss Statement & Balance Sheet 

· Prepares asset, liability, and capital account entries by compiling and analyzing account information.

· Prepares  financial reports by collecting, analyzing, and summarizing account information and trends.

· Monthly bank/ intercompany reconciliation.

· Scrutiny of ledger, provision, prepaid, post-dated cheque issued and received.

· Valuation of closing stock.

· Verifying & booking of site expenses.

· Attaining auditor query & providing them relevant supporting & explanation.

· Overviewing day to day accounting activity.

· Preparation of payable analyst &disbursement of various suppliers payments on due date

· Recording transaction on receipt of debit/credit note from sister companies.

· Issuing debit/credit note to the sister companies for goods & services rendered. 

· To facing the tight position of deadlines with suppliers.

· To managing the various types of payment terms i.e. PDC, Cash Cheque, 30 days from the date of invoices & 90 days from the date of invoices Etc.

· Checking of heads of accounts as per prescribed by the organization

· Verification of Purchase Orders, Site Material Receipt and supplier’s Invoices.

	Payroll Accounting:

· To provide accurate and timely processing of company’s payroll.
· Monitors and maintains all payroll general ledger accounts
· Performs reconciliation and analytical reviews of all payroll accounts, including employees loans, leave, flight, bonus, and other payroll accruals. 
· Coordinating with time keepers, site administrators and camp bosses for time sheets and other relevant documents and information’s.
· Scrutinizing the Full Payroll after analytical reviews of all payroll

· Updating records of new employees and increments.
· Making Leave / Full & Final Settlements for employees as per Labour Law
· Processing of WPS for payroll as per policy and procedures.

	Petty Cash:

· Managing & disbursing cash to concern.

· Preparing the statement of petty cash. / Keeping accurate update of cash in hand.
· Preparing pay packet & distributing the same to the employees who newly joined & don’t have bank account.
· Depositing the unclaimed wages for more than three months in bank and effecting the relevant accounts.

· Allocating the cost to concern site & passing the relevant general JV entries

	Financial Accounting:

· Working out expected inflow like receivables, advances etc. during the month.

· Working out outflow like payable to suppliers, sub-contractor
· Preparing inter-company and bank reconciliation.

· Passing depreciation for the assets & allocating the same to sites etc.

	Banking:

· Processing the telex transfer for imports and other settlements.

· Recording bank charges, interest, commission, transfers etc.

· Depositing cheques & cash received from client.   

	Auditing:

· Checking Local Purchase Order raised by company and ensuring the LPO is raised for the company giving the acceptable quality at the reasonable price.

· Ensuring the LPO is raised as per the company procedure and compliance of  the same           

	Administration:

· Co-ordinating with relevant department to organise transportation for mobilising goods & manpower to various sites.

· Keeping records of cheques, employee control etc. which needs tracking.


MS Agrawal Pradeep & Associates.Pvt Ltd (Chartered Accountants), It’s a CA firm, founded 

in 1998, the firm undertakes to perform statutory audit, account writing etc.
	Responsibilities, as Asst.Accountant, worked from December, 2003 to December, 2005.

	Finalisation of Accounts:

· Monitoring Books of Accounts (Sale, Purchase, Cash, Bank, General Ledger, Stock Register) if any irrelevant entry found noting the same and bringing to the notice of the Statutory Auditor.

· Thorough checking of account posting & Provision of expenses.

· Preparing Bank Reconciliation, Trial Balance, Profit & Loss Statement & Balance Sheet.

· Vouching Cash and Bank voucher with Cash and Bank Ledger. Vouching of sales and purchase ledger with sales and invoices, quotation, delivery note

	Income Tax

· Preparing computation of Income-tax liability during the year.

· Filing returns of Individuals, Firms, Companies, and Trusts.

· Passing depreciation entry as per rate allowed under Income Tax Act.

· Setting off provision for Income tax & advance tax paid in the books.

TDS (Tax Deduction at Source)

· Deducting Tax at source for clients as per Income Tax on 

· Salary , Sub-contract, Commission, Professional fees

· Ensuring the same is paid on due date. / Filing return for TDS etc.
Service Tax

· Collecting service tax from the client and disbursing the same to the Govt.

· Filing quarterly & yearly service tax assessment.

VAT (Value Added Tax)

· Preparing summary of VAT paid & collected during the month for the client.

· Assessment of payable or setoff of VAT for the client.

· Ensuring the same is paid before the due date.


I hereby declare to the best of knowledge and belief, above information is true and correct.

Rashid
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