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MUHAMMED
Mob:  C/o 0504973598
Email:   muhammed.379157@2freemail.com  


Accountant cum coordinator with UAE driving license, 5+ years of experience, Visit Visa
I am a hard-working professional known for accuracy and attention to detail and timeliness in managing disbursement function for diversified business also offering versatile office management skills and proficiency in Microsoft Office programs. I am also Strong planner and problem solver who readily adapt to change, work independently and exceed expectations.
 

· Ability to perform duties with a High Degree of Accuracy, Independence and confidentiality.
· Good Communication skill.
· Experience in SAP
· Excellent Organizational and Administrative Skill.
· Interested in Learning and Development.
· Team player with good decision making ability, a listener, problem solver and a motivator.
· Hardworking, sincere and trustworthy.
· Experience in MS Excel, Word, Outlook.

MALABAR SILKS-India


                                         August 2015-Jan 2018 (2 year)            
     Designation: Accountant cum cordinator.
· Performing daily entry of accounting.

· Preparing Credit Note and filing for tax.

· Taking care of vendor payments on time after invoice verification.

· Preparing monthly salary and update the same in ledger.

· Handling petty cash book on daily basis.

· Preparing all tax related works.

· Reconciliation of bank statement.
· Managing the inventory of the shop.
· Daily and month end reporting and account reconciliations
· Setting up the terms and conditions of the suppliers.

· Coordinating advertisement and promotion work.
 Western International LLC,UAE




      July 2012-July 2015 (3 year) 
   Designation: Sr.Accountant:
Western International Group,which has operations in various product categories like       electronics(Geepas),kitchen ware, house ware, garments, watches ,footwear ete.
   Key Role:
· Managing, coordinating and evaluating accounts of firms under the group.
· Ensuring the smooth flow of process as a Head office by coordinating with shop managers.
· Passing entries for Petty Cash and all shops expense.
· Dealing with suppliers 
· Booking of Vendor Expenses
· Handle banking transactions.
· Reconciliation of ledgers and vendors Account
· Check Expense In Advance Account, Advance Account.
· Preparation of Purchase Orders. 

· Checking the credit card amount is properly credited in bank.
· Utilized MS Excel to prepare comprehensive financial reports by analyzing vast amounts of relevant data. 
· Master of Business Administration (MBA) at Anna University Coimbatore, Muthayammal Engg. College Rasipuram, Tamilnadhu.
Specialization: Marketing and Financial Management. 
· Bachelor of Commerce (B. Com.) at University of Calicut, Kerala
      

· Office Tools                    :      MS Excel, Word, Power point, outlook
· Accounting Packages     :      Tally 7.2, Peachtree, Decease, SPSS,SAP Business

English 
: Read, write and speak

Malayalam 
: Read, write and speak

Hindi
 
: Read, write and speak
Arabic
 
: Read and Write
Tamil               : Speak
· Available upon reques
· Available upon request
Profile
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Educational Qualification:





Computer Knowledge





Language Skill
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