To

The Finance Manager,

Personal / Admin. Manager,

Respected Sir,

Subject          :       Application for the Post of “Accountant”  

I would like to submit my candidature for the post of Accountant and enclose herewith my detailed resume for your kind perusal and consideration.

With my exposure towards Accounts, I have developed confidence and ability to perform well in this position; my major strengths include ability to readily adapt to new situation.
I am proficient and well versed in Accounting and Financial routine works.
Thanking in anticipation and look forward to your favorable response 

Sincerely,

Majeed

Mobile: C/o 0504973598
CURRICULUM VIATE
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Majeed

Mobile: C/o 0504973598
Email: majeed.378756@2freemail.com 
________________________________________________________________________

PROFESSIONAL OBJECTIVE:
Seeking for a suitable position in Financial department I am having the ability to work on own initiative or as a part of a team and can deal with administrative duties competently.

SKILLS AND EXPERINCE: 

· Accurate responsible and exceptionally alert to compliance standards and errors.

· Work effectively and independently in challenging environment.

· Excellent background in operating system.

PROFESSIONAL QUALIFICATION 
Bachelor of Commerce (Computers) passed in 2001 from Osmania University, Hyderabad, INDIA
Computer Knowledge 
   :   Microsoft Word, Excel, Power Point, MS Outlook, Web Browsing
Accounting Packages     :   Oracle Financials, Tally Focus, Wings -ERP
WORK EXPERIENCE
Worked as an ACCOUNTANT with M.NAVEEN KUMAR, Chartered Accountant MahabubnagarDist, TELANGANA, INDIA. From August 2012 to December 2017
  Job Responsibilities:

· Maintaining books of accounts

· Invoicing & Generating Sales Reports.

· Preparing Aging Customer list following up with those firms for payments.

· Entering and posting journal Entries cash Receipts & cheque Receipts.

· Preparing and maintaining outstanding payments to be made to suppliers 
· Maintaining petty cash.

· Reconciliation of Bank statements.

· Maintaining Assets.
· Maintaining of General Ledger accounts
· Preparation of Trail Balance

· Preparation of Profit & loss account statement.

· Preparation of Balance sheet
Worked as an ACCOUNTANT with IGTL Solutions LLC, Riyadh - Saudi Arabia. From MAY 2007 to APRIL 2012 [Software: ORACLE FINANCIALS - ERP].

Job Responsibilities

A/C PAYABLE

· Ensure that purchases has booked on timely basis as soon as stock received with product wise to our warehouse, updating vendor & supplier accounts in accordance

· Reconcile balances remaining outstanding reported by vendor/suppliers & other payables as per balance payable ledger accounts on a monthly basis.

· Monitor the A/P again of the agents contacting about the balances and resolving the outstanding balances issues on timely & monthly basis

· Invoices booking in the AP system, interacts with the vendors
· Updating vendors & other payables aging reports in Accounts Payable System.
· Review & approve all payables documents & ensure proper & timely recoding into A/P system
· Review & provide for necessary JVs in the GL & outstanding liabilities according to Business needs

· Review Trial Balance & Reconcile the accounts as necessary

A/C RECEIVABLES
· Ensure that revenue booked on timely basis as soon as invoice issued to the dealers/customer, analyze the sales in accordance.

· Reconcile balance remaining outstanding reported by dealers/customer with balance receivable ledger accounts on a monthly basis

· Monitor the A/R again of the dealers/customer contacting them about the balances and resolving the outstanding balances issues on timely & monthly basis.

· Preparation of Daily & Monthly sales reports and reporting to the management with analysis.

· Preparing Customer wise Aging Report related outstanding balances
· Verifying and calculating the sales amounts and posting transactions to accounts.  
 DEALING WITH BANKS

· Maintenance of bank accounts.

· Ensure that all debit/credit bank advises are properly filed with the original payment/receipts package.

· Maintenance of log for the related bank accounts in order to control the batches/JV and other details of payment.

· Receive credit/debit advises from banks for direct deposits, match with advise of deposit from depositors and journal entry to record in the General Ledger preparing of banks funds positions and reporting to the management.
·  Preparing of bank funds positions and reporting to management.
Worked as an ACCOUNTANT with A.Krishnaiah Chartered Accountant, MahabubnagarDist, TELANGANA, INDIA From June 2003 to March 2007.  
Worked as an ACCOUNTANT with Mohammed Pasha Advocate-Tax consultant. MahabubnagarDist, TELANGANA, INDIA. From April 2001 to May 2003

POSITIVE ATTRIBUTES:

· Excellent interpersonal and communication skills

· Capable of working effectively in a changing  environments/ culture

· Adaptability in working with peers and seniors.

· Excellent track record of maintaining good working relations with all levels of staff

PERSONAL DATA:
Name 


  :   Majeed

Date of Birth

  :   12th June 1979
Nationality       

  :   Indian.

Martial Status

  :   Married
Languages

  :   English, Urdu, Hindi

Visa Status

  :   Visit Visa (Valid till 8th June 2018)
