                                                                             Malim  

AL HOOQANI INTERNATIONAL GROUP
AL HURA CRUSHERS CO LLC.
Sultanate of Oman
                   C/o-Mobile: +971504973598
                                                                                    Email: malik.378441@2freemail.com 
Objective: Seeking an opportunity to merge my enthusiasm and learning to add value to the organization and myself. I also aspire to be a team player and to develop competence in the areas of Accounts, Finance and related services.
Career Contour

· As an accountant with over 7 years of experience both in Sultanate of Oman, Kingdom and India, I have a keen ability to manage accounts and monitor for discrepancies. I have managed complex accounting tasks and also prepared and analysed budgets. I am very comfortable with software packages and am looking to demonstrate further my leadership skills and accounting expertise.

Key Skills
· Accounting, ERP.

· Flexibility, Achiever, Dedicated, trustworthy and Time management.
· Working and coping under pressure.
· Competent at compiling and formatting information and presenting them in prescribed format.
· Excellent communication and interpersonal skills, ability to ensure smooth interdepartmental communication.
· Ability to establish coordination between vendors, clients and organization.
AL HURA CRUSHERS CO LLC  

DIVISION OF AL HOOQANI INTERNATIONAL GROUP, MUSCAT, OMAN (Mar 2015 to till date)

Industry –Crusher, Contracting, Construction, Heavy Equipment, & Hoteliers
Designation: Accountant

· Reviewing the revenue and preparing budgeting report as per revenue monthly, quarterly, semi-annually and annually basis.
· Monitoring the budgeted and actual Cost and periodical.

· Apply sharp organization, analytical and multitasking abilities toward managing accounts.

· Audit preparation of yearly financials in audit format and submitting to auditors for auditing.

· Strong in interaction with Auditors for Finalization of Accounts
· Responsible for accounts receivable functions so that customer receipts and related transactions are properly and accurately completed and recorded on a timely basis.
· Facilitate sales order process from initial receipt, confirmation and updating through timely delivery.

· Responsible for sales and customer invoicing of every month.
· Responsible to handle all tasks related to preparing, maintaining and receiving invoices.
· Responsible for accounts payable.
· Maintaining all books of Accounts, verifying and arranging necessary document for processing vendor bills for payment. Maintain and Record all bills month wise of company and subcontractors.

· Preparing reconciliation of receivable & payables with their respective statements.
· Co-ordination with clients for clearing the due invoices.
· Co-ordination with bank and evaluating monthly inflow and outflow.

· Handling Foreign Exchange transactions and Co-ordination with Bankers.

· Ensure all financial transactions are compliant with financial standards.

· Checking sites petty cash.

· Preparation and review of Cash Flow and Fund Flow statements

· Monitoring the Day to day accounting, employee payroll, salary structuring, employee’s deduction and addition, etc., day to day administrative. 

· Authorisation of Bills for releasing the payments as per agreement.
· Maintenance of accounting records in filing 

· Ensure that the company duly complies with the requirements related to accounting

· Calculation Cost of the sites.
· Understanding the technical and operational requirements of the project and Preparation of project plan with the timelines from Finance angle.
Abdulla H A Mutawa Holding Co, Saihat, Saudi Arabia (May 2011 to Aug 2014)
Industry –Contracting, Construction, Pharmacy Industries & Hoteliers
Designation: Accountant and Project Accountant

· Experienced in preparation of monthly Bank Reconciliation statement 

· Experienced in controlling Debtors & Creditors and preparation of debtors & Creditors Outstanding list and reporting to Management

· Well versed in preparation of department wise Monthly Collection Report.

· Expertise in reconciliation of receivable & payables with their respective statements

· Expertise in dealing with banks for issue of Letters of Credit and Bank Guarantee and other various issues 

· Preparation of monthly schedules.
· Receiving all issued purchase orders checking them from the commercial point of view by reviewing payment terms conditions, receiving advance payment performance letters of guarantee checking them with purchase order terms conditions. Effectively communicate with Project Managers (PM) and Principals-in-Charge (PIC), regarding contract documents, change orders and other contract modifications, approvals, and any additional services-related to billing.

· Prepared monthly progress invoices and presented to the business consultant. 

· Review weekly time sheets, along with the accounting group, Analyse the P & L accounts monthly.

· Prepare special project analyses for the PMs and others.

· Obtained cash flow data both forecasted and current in an accurate and timely manner

· Advised and communicated with the project manager in the projections and developments of project budgets.

· Devised project budget needs and analysed programs plans on short and long term period

· Monthly and quarterly reporting on project financials actual vs budget per contract award

· Calculation of the Cost of the project
· Communicate and coordinate with the local offices.
HDFC Standard life (April 2008 To March 2011)
Designation: Accountant Assistant
· Preparation of ledger accounts and posting daily entries

· Preparation of Monthly Credit Sales accord to product wise.

· Preparation of invoices, receipts vouchers and statement of accounts for clients

· Responsible for timely collection of payments and debt recovery

· Correspondence with clients for certified work in process and approval of variations sent

· Meeting with clients for any discrepancies in work done and finalization of accounts

· Preparation of payment vouchers and statement of accounts.
· Analyse financial reports and records, making recommendations relative to the accounting of reserves, assets and/or expenditures as appropriate

· Perform payroll functions for the company with accuracy, detail orientation and timeliness.
· Research and resolve problems pertaining to financial reporting systems, ensuring compliance with Company procedures and policies.
· Preparation of Monthly Collections and following up.

· Invoicing Bills to customers according to Area wise.

· Co-ordinating with stores department to issue goods.

· Handling all Bank transactions like Cash Depositing, DD drawing etc.,

· Drafting Trial Balance and Balance Sheet.

· Handling the vendor payment.
KUNAL Enterprises (April 2006 to March 2008)

Designation: Junior Accountant cum Admin Assistant

· Working in Tally Programme.

· Checked invoices with payments made.
· Review and verify the accuracy of journal entries

· Manual Update Daily register.

· Preparation of Monthly Collections and following up.

· Verification of vendors Bill.

· Verification of vendors invoice with purchase order.
· Reviewed and corrected any discrepancies.

· Filling all Documents.

ACADEMIC PROFILE 
2009: Bachelor Degree of Commerce (B.Com) from Mumbai University
2008: Diploma in Automation and Graphics Design from Keerti Institute in Mumbai 
2006: HSC from Mumbai University.
TECHNICAL PROFILE
· Operating Systems
:
Comfortable in operating on windows platform with                                                                                                                                                                                                                                      reasonable exposure on Microsoft Windows versions
· Accounts Packages
:
Working exposure of various accounting packages like Tally, VI in Saudi Arabia and Focus 7.0 in Oman. 
· Office Tools
:
MS Office - MS Excel Accounting, MS Word Mails, MS access database, PowerPoint presentations, (MS Office, Accounting Packages etc.)
PERSONAL DOSSIER

Date of birth
:
08/08/1988
Languages Known
: 
English, Arabic, Hindi, Urdu & Marathi
Marital Status
:
Married
