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CURRICULUM VITAE
SHARIFF
Mobile

    :  971504973598
Email

               : sheriff.378498@2freemail.com 
Current location        : Dubai, UAE

Notice period 
    : Immediate
OBJECTIVE
To work in quality environment where I can use my knowledge and skills to develop elegant quality business and keep abreast with changing trend and technologies in the field.
HIGHLIGHTS
9 years working experience in the Accounting industry with 4.5 years of VAT Accounts & 4.5 years of Business Process Outsourcing-(Accounts Payable.
PROFESSIONAL EXPERIENCE
 BPO (Accounts Payables) - 4.5 years      
· Extracting invoices from the specified supplier portal on daily basis and segregating invoices based on the description and routing to procurement team for approval’s and valid PO numbers. 

· Match invoices against PO’s issued by procurement team and ensure all approval requirements have been meet before processing invoices in payment system.
· Processing of utility invoices which are ‘PO & Non-PO’ based
· Coordinate and schedule fortnight payments per credit terms agreed with vendors, initiate immediate payments when necessary.
· Reconciling Vendor accounts by requesting for statements and providing the status of the invoices along with payment details.

· Analyzing Mismatch and clearing the Invoice to pay on time to supplier 

· Indexing the statement to the appropriate account manager.  

· Clearing the queries assigned by help desk.

· Working out Route cause analysis (RCA) whenever met with escalation. 

· Updating Desktop Procedures(DTP) whenever amendments are initiated
· Quality check for the invoices processed which are processed by team members.

· Populating daily productivity report to the leads(Management)
Accounting Experience (VAT Accounts) - 4.5 years
· Entering Purchase and Sales Entry for various Clients.

· Computing Sales Tax(VAT) monthly returns.

· Filing of VAT returns every month before the deadline.

· Assisting in books preparation (Trading, P&L, Balance Sheet)
· Internal audit on stock checking as per Client request.
· Preparing submittals, information and documents to auditors.

· Clarifying the Assessment Officer (Govt Officials) at books scrutiny.
 WORK EXPERIENCE
· Working as Accounts & Admin Executive in Elite Safety Consultants
 Dec 17 
· Worked as Accounts Executive in ADS Trading Company 
March 2017 - July 2017.

· Worked as Senior Process Associate with Accenture Services(P)Ltd.
       October 2014 - March 2017.
· Worked as Process Associate with Steria India Ltd.
August 2012-October 2014.
· Worked as an Accounts Assistant (VAT Accounts) in Esteem Accounting & Tax Services.
 May 2008 - August 2012.
PROFESSIONAL ACHIEVEMENTS
· Received Star Performer award for consistent performance.

· Received Spartan award for clearing mismatch invoices and made on time payment to supplier.
ENGAGEMENT ACTIVITIES IN PROFESSIONAL LIFE
· Member of Corporate Social Responsibility(CSR)

· Organised Blood Donation Camp, Tree plantation and other camps relates to CSR committee. 
ACADEMIC EDUCATION

·  Master of Commerce: University of Madras -  2011. 
·  Bachelor of Commerce: A.M. Jain College - 2008
TECHNICAL SKILLS

· POPL –Walker, Document Flow Manager, Ms-Office, Tally 9 ERP.
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